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pe American productivity is 
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Modern business finds thousands of uses for Cellophane—and the many other discoveries of the chemical industry, 


Chemistry? Here, too, Moore cuts costs 


Wherever there's business—of any kind 
—you ll find Moore business forms 
efliciently at work. 

The smallest businesses save. For 
example: Moore designed a 4-part in- 
voice-order form, for a wholesale gro- 
cer in Texas, that also gave a dray 
receipt and oflice copy in one writing. 
It saves approximately $2000 a year! 
Great firms choose Moore multi-part 
forms, too, and end costly waste 


Marginal Punched 
Business Machine Forms 


Sales Books for 
Every Business Operation 


motion. Moore offers the right busi- 
ness form for every form of business! 

Get airtight controls in your busi- 
ness—and cut overhead, too! Just call 
your local Moore office, in over 200 
cities from coast to coast. Or write any 
Moore factory at: Niagara Falls and 
Elmira, N. Y.; St. Paul, Minn.: Den- 
ton, Tex.; Los Angeles and Emeryville, 
Calif.; Salem, Ore. Also sales offices 
and factories across Canada. 


MOORE 


THE ONLY NATIONAL COMPANY THAT OFFERS A 
COMPLETE RANGE OF MODERN BUSINESS FORMS- 


THE RIGHT BUSINESS FORM 
FOR EVERY FORM OF BUSINESS! 


Instantaneous Carbon- 
Extraction Speedisets 


Continuous Interleaved 
Typewriter Forms 


Fantold Billing 
Machine Forms 


Registers and Continuous Register Forms 
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You’ve never seen 
such a mimeograph 


F 
et 
Here, for the first time, is a table-top mimeo- De ie oS ’ 
graph with a self-contained electric-drive. The op- iii ii . f 
erator remains comfortably seated while this ma- 
chine produces clear, sharp copies of written, typed 
and drawn material at the rate of 140 per minute. “4 
Now add sturdy construction for continuous trouble- 


ihe hee 


free operation, built-in features that handle a variety 
of jobs and the availability of special accessories to 
speed up and simplify systems work. 


Investigate this new A. B. Dick mimeograph, model 435. 
For use with all makes of suitable stencil duplicating 
products. Look in the phone book or write for the name of 
your nearby A. B. Dick Company representative. A. B. Dick ae 
Company, 720 West Jackson Boulevard, Chicago 6, Illinois. : i = ’ “a 


A. B. DICK & 


—the first name in mimeographing 


astry. 


AS and ou tho. 


Fal mumeograph, operation 
am itt down too— _ 


RM 
an Shown at right is the model 27 
A.B. Dick mimeograph stand 

Je 
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Go blow a bubble! 
@ MOST OFFICES are aware that there is a difference be- 
tween the person who gets things done and the person who 
worries about getting them done. But in many offices the 
heavy worrier is given credit for good intentions, instead of be- 
ing marked as a potential or actual menace to office efficiency, 
whose nuisance value rises in direct proportion to his rank. 

This being still a free country, a man has a right to worry 
about anything he wants to, if he wants to. Yet he has no 
right to let his worrying affect others detrimentally, as so fre- 
quently happens in the office. 

In moderation, worrying is necessary to progress, but 
when it grips the individual so hard that it makes him intoler- 
ant and bad-tempered, there is plenty of trouble ahead. What 
office is altogether lacking in crises which shake a department 
or the whole office to its foundation, caused directly by some 
one in authority letting his worrying slop over? 

High among the gifts many of us lose in growing up is 
the happy nonchalance of childhood and childhood’s faith that 
things will turn out all right however bad they look. Experi- 
ence quickly teaches us that faith alone is not enough and that 
we must contribute something ourselves toward making things 
turn out all right. That something is not excessive worry, cor- 
roding to the temper and the judgement. 

Worry when you must, but try not to let it overwhelm 
you, even momentarily. Mix it if you can with intelligence and 
faith. If tension rises, be nonchalant; go blow a bubble! 
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' Take any letter, sales report, form, 


If you copy ANYTHING typed, 
drawn or written, you need OZALID! 


It’s Simple... 


drawing... anything typed, drawn or 
written. Put it next to a sheet of Ozalid 
material (paper, plastic, cloth, black, 
blue, red, sepia) and feed it into an 
Ozalid machine. 


It’s Quick... 


In as little as 25 seconds, you (anyone can 


operate Ozalid) will have a dry, positive, 
exact duplicate of your original material! 
Ozalid copies can be used as masters 

to obtain more copies! No proofreading 
.--no mistakes... no delay! 


It’s OZALID! 


You can make Ozalid copies any length, 
and almost any width. You can make them 
directly from translucent material, and 
from opaque originals with an inter- 
mediate step. 

Write today on your letterhead for FREE 
booklet which tells the full Ozalid story, 
shows all the Ozalid prints, or consult 
your classified directory for local 
distributor. 


ve OZALID! 


Dept. 18, Johnson City, N. Y. 
A Division of General Aniline & Film Corporation. ‘From Research to Reality” 


Don’t copy... 
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Saves s Money Filing and Finding 
because It SAVES TIME 4 
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Q Barty 5 LEAS WEG. CO, _ You open the drawer. You 

nS eS \ see the center row of large 

i AaALTFR A OL rn easily readalphabeticguides. 
Ort, Be Te a The guides help you to locate 
UIOMAT!C_SPRINKLFR CO. \ 


5 ATLAS POWER CO, Seeial the subdivision you want. 


-RASTAONG oe cu. 


Within this subdivision you 
find the folder you are seek- 
ing under the name you have 
in mind. It is natural, simple 


and effortless. 


€) Here are miscellaneous 


folders containing small ac- 
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AND THE AMAZIN 
TIME-MASTER RECORDS ON A 


REVOLUTIONARY PLASTIC BELT! 


@ So big? No—so small! 


This streamlined beauty is a complete office dictating machine. 
Yet it’s so small it will tuck away in your desk drawer—and so 
comfortably portable you can take it anywhere, easily. 

And the Time-Master records on a plastic belt smaller than 
your hand—the clearest dictation known to man or secretary. 

This unrivaled tonal clarity is due partly to the marvel of 
electronies— partly to the performance of the revolutionary re- 
cording medium. The tiny Memobelt is the only plastic dictating 
medium that assures both uniform tonal clarity from beginning 
to end, and instant, uniformly measured backspacing. 


| 
| 
| 
| 
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Dictaphone Corporation pera 
Department M-19, 420 Lexington Ave., N. Y. C. 
(J Please show me the new TIME-MASTER. 

Oo Please send TIME-MASTER literature. 


c 


Pr LA 


Street Address 


| 
| 
| 
| 
Your Name | 
| 
| 
| 


City & Zone State 
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G NEW DICTAPHONE 


And Time-Master dictation is so easy —so effortless. All you 
do is relax, press a button and talk your work away. Your Time- 
Master's microphone catches every spoken thought—even a 
whisper! 


TAKE IT HOME AT NIGHT— 
OR OFF ON A BUSINESS TRIP! 


Nothing can match the Time-Master for all dictation 
anywhere. It’s just right for office or home —and 
made to order for the road, 

The slim, easy-to-carry Time-Master and the easy-handling 
Memobelt are the right combination for electronic dictation at 
its versatile best. You can mail your voice from home or hotel 
to office. Memobelts fit your regular business envelope and can 
be dropped down standard mail chutes. And in offices large and 
~mall they speed work because they require minimum handling, 
One look at the revolutionary TIME-MASTER— and you'll 

agree... it’s radically new, different, better! 


DICTAPHONE 


Electronic Dictation 
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Vs Stromberg Time Recorder really guards payroll With a Stromberg Cost Recorder giving the start 
accuracy, saves many times its price by cutting and finish time of each job you don’t have to 
down on lateness, errors and bickering over dis- guess, you know the cost. Know too how much time 
crepancies. It is simple to operate, reliable and in- is wasted! Automatic, sturdily constructed and ac- 
expensive. curate, 


© epiort: ie “sage J 
: ERR : si 4 
i 
¢ 
so 
ws 
| 
eo | 
4 
Ley 
tome, 
2 
lad Fated 
Vi «ooming when it happened can lead to greatly y: Stromberg Program Clock starts and ends the 
improved service and lower costs. Time the ar- work period automatically and uniformly by 
rival and departure of mail, tickets, registrations, ' : sounding a gong or horn. Time gained by regular 
orders, meal checks, any routine — with Stromberg starts increases production and profit. Several mod- 
Automatic Time Stamps. Fast, rugged, reliable. \ els are available to handle various schedules. 


Does time work for or against you? Like a dripping faucet, time can steal away profits 
by careless waste. Simple automatic time controls eliminate many hidden losses —turn 
wasted time into savings. Learn how Stromberg Time Equipment can smooth your routines, 
save many times its cost. Just clip and return the coupon for more detailed information. 


109 LAFAYETTE STREET, NEW YORK 13, N. Y, 


SUBSIDIARY OF GENERAL TIME INSTRUMENTS CORPORATION rect TIME RECORDER. (JOD RECORDER 
. (TIME STAMP C) PROGRAM CLOCK 
Company — 
109 LAFAYETTE STREET (@\ i) «NEW YORK 13, NEW YORK > og 
ity ate 
Individual 
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Jour Aine Use Forms 


are only as good as the forms they use... 


SAVE Lhar time 
an Jour Moncey 


wih UARCO 


business 5 Jorms 


If your people have to mess with carbons when they 
write a form . . . if copies aren’t put into the right 
hands fast. . . if clerks make errors in re-copying ... 
that may well be the fault of the form rather than 
your personnel. They can’t do anything about it. 

But you can! You can simplify their jobs with Uarco 
business forms. Then one writing makes a copy for 
all concerned. No waiting. No re-copying. Your 
people then can and will make the most of their time 
... and your money! 

Like to know which Uarco forms are best for your 
specific operation? Call in a Uarco Representative. 
He'll make a complete survey of your business re- 
quirements—no cost, no obligation. 


UARCO INCORPORATED 
Chicago, Ill; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn. 
Offices in All Principal Cities. 


CONTINUOUS-STRIP FORMS ; 
ee for instance ... the Uarco 
Representative may suggest Speed-O- 
Forms. In five seconds, Speed-O-Forms 
turn any typewriter into a continuous 
billing machine... the girl has only to 
type. Speed-O-Forms are consecutively 
numbered and varicolored for easy 
distribution and filing. 
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Here’s a Lifetime of Smooth Stapling! 


"> ae 


N "Di —. 
| ia 9 AY ait . » As (oT, A 
ind NEW Virector 
| FOR OFFICE, INDUSTRY AND HOME 


A handsome brute 
-..and quick on the trigger 


Sells ltself in One Staple 


: 

bs 
o There's a lifetime of experience behind 
S this precision-built combination of beauty 
. and brawn ...a lifetime of efficient ser- 
vice ahead. It’s the sturdiest and fastest 
office stapler Hotchkiss has ever built and 
that’s counting our finest pre-war models. 


Many staplers are too light and unsteady 
for high-speed stapling ...so we made 
the DIRECTOR of heavy steel and strongly 
hinged to a broad steel base. Many 
staplers are too stiff in action...so we 
developed an entirely new balancing 
theory that makes stapling or tacking 
with the DIRECTOR a one-finger operation. 


A new staple cartridge for quicker load- 
ing, less jamming . . . staple capacity 210 
Hotchkiss standard staples ...a new re- 
movable front plate for easier cleaning 
and oiling ... a new anvil for split-second 
adjustment from permanent to temporary 
position . . . as a plus feature the ma- 
chine is all chrome plated—these are just 
a few of the revolutionary sales features, 
a few of the reasons folks will be want- 
ing the DIRECTOR... the precision-built 
stapler of a lifetime! 


Write today for further information. 


Pa COMPANY 


Industrial and Office Stapling and Tacking Equipment 
Norwalk, Connecticut 
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MERCURY PRODUCTS — 


MERCURY-GRAPH ROLLERS and 


Acclaimed for quality—acclaimed for endurance, 
Mercury products win double approval from en- 
Mercury-Lith Rollers and Blankets thusiastic users. They've discovered that these 

accessories produce superior reproduction—qual- 
ity that rivals the clean-cut appearance of fine 
printing and lithography. They've found, also, 
that Mercury products last longer, stand up bet- 
ter—deliver thousands of extra impressions. See 
the big difference for yourself—they'll win your 
stamp of approval, too! 
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win double approval... 
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Call your B&P stationer first! He is always 
prepared to supply you with the post binders 
that will fit the particular, needs of your busi- 


ness! \ 
\ 


The complete range of BP’ styles and prices 
allows plenty of margin for any budget. And 
regardless of price, every B&P — binder is 
tops in quality! ‘\ 


\ 
What's more, you can always depertd on your 
B&P Stationer for fast delivery of ahy order, 
large or small. \ 


BING! SPEEO—A BGP exclusive! Press button and Bing! 
Sheets are inserted or removed instantly. Saves time and 
time is money. Light in weight. All metal parts are rust 
and corrosion proof. See page 46 of your B& P Catalog. 


i 2— For lower price full slate canvas or fabrihide 
binders, see page 55 of your B& P Catalog. 


a al 
CHECK YOUR B & P CATALOG FOR THE 
COMPLETE LINE 


Sfandarg 


BEB. 


proaucts 
FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
BOSTON 10: 80 SUMMER ST ¢ ST. LOUIS 2: 115 S. 8TH ST. * CHICAGO 7: 310 W. POLK ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13 

CHICAGO SALESROOM: 1519 MERCHANDISE MART PLAZA 


For Post Binders 
to meet every need when you need ’em 


Call Your B&P Stationer 
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MAJESTIC — The finest loose-leaf binder made. Has many 
features Securely holds one or a thousand sheets. Highest 
grade corduroy sides. Back and corners of gold-tooled 
cowhide. All metal parts Parkerized to prevent rust and 
assure adhesion of hide to metal. Uses Keylock mechan- 
ism. See page 48 of your B&P Catalog. 


pPrOGReEsSS—Durably bound in heavy green canvas. Red 
leather corners. Slide-button toplock. No key needed. 
All metal parts Parkerized to prevent rust and assure 
adhesion of material to metal. For full details see pages 
49 and 50 wed your B&P Cassteg. 
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k 


— Toplock style shown automatically locks in 
any desired positidn. To release, simply press buttons at 
either side. All metal parts Parkerized to prevent rust 
and assure adhesion of fabrihide to metal. For other styles 
see Imperial line on pase 50 of your B&P Caralog. 
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/ ncer LULA 
Toe! B® Post Binder BATAAN 


FOR CONTINUOUS FORMS © © 


as used in: 6 / 
IBM, REMINGTON RAND, UNDERWOOD ‘ 
and other popular systems 


CONSOLIDATED Meets the Demand 
for a binder to fit pin-feed 
marginal punched sheets! 


Thin '/s” solid posts, heavily nickel plated, in 2”, 4”, 
and 6” lengths. 


Push-button lock grips securely, yet requires only 
a slight touch to open. 


ALL SIZES CARRIED IN STOCK, CIRCULAR ON REQUEST. 


¢ 


NY 
| ‘N The Consoline 
Presentation Books For... 
Quality + Price - Merchandising + Variety of Colors 


Consoline: Presentation Books are perfect for sales campaigns. The plastic folders attrac- 
tively display and protect photos, ad reprints, price lists, testimonial letters, artwork, etc. 


POPULAR 
STYLES 


LIST PRICES 
INCLUDE 
PLASTIC 
FOLDERS 


ECONOMY $2.90 STANDARD $3.90 DeLUXE $4.50 MEXICANA $9.00 


See the Consoline Catalog for other styles. Catalog upon request 


CVSS CONSOLIDATED LOOSE LEAF INC. 


536 PEARL STREET COrtland 7-9688 ~NEW YORK 7. N. Y. 
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Put Ditto to work in your business. See how it saves copy 
work and manpower—effects savings in time and money 
that yield increased profits. For Ditto copies anything— 
written, printed, typed or drawn at the lowest possible cost. 
You will save whether you adapt it to fit your payroll, pro- 
duction, purchasing, or order-billing system—or profit by 
using it for such needs as listed below. If you're doing any 
of these jobs by hand, learn how Ditto can do the same 
work faster and without error—save you hundreds of dol- 


lars in profits. Mail the coupon for facts, samples, and case 
histories on firms in every phase of business who attest to 
sensational savings with Ditto. 


PRODUCTION 
PURCHASING 
PAY ROLL 
ORDER-BILLING 
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GENERAL 
MANAGEMENT 
D Policy and Procedure 
Manuals 
0 Organization Charts 
and Changes 
0 Minutes of Directors 
Meetings 
0 Reports to Stock- 
holders 
0 Conference Reports 
0 Bulletins 
O Minutes of Manage- 
ment Committee Meet- 
ings 
FINANCE 
AND ACCOUNTING 
0 Balance Sheets 
0 Operating Reports 
0 Earnings Statements 
0 Expense Statements 
0 Audit Reports 
O Budgets 
0 Appropriations 
O Financial Reports 
0D Blank Report and Rec- 
ord Forms 
D Payroll System 
O Cost Analysis Records 
0 Profit and Loss State- 
ments 
SALES AND 
SALES PROMOTION 
INCLUDING 
ADVERTISING 
O Price Lists 
O Price Changes 
0 Sales Manuals 
0 Contest Bulletins 
0 Sales Bulletins and 
Instructions 


0 Sales Letters 

O Quotations and Bids 

0 Market Analysis 

0 Quotas and Perform- 
ance Recoras 

0 Prospect Records 

O Mailing Lists 

0 House Organs 

0 Schedules 

O Advertising Layouts 

O Sales Reports 

0 Blank Report and 
Record Forms 

0 Commission 
Statements 

O Instruction Sheets 

0 Examination Papers 

0 Copies of Testimonial 
Letters 

D Statistical Records 

0 Convention Programs 
and Reports 

DO Reports of Advertising 
Results 

0 Posters 

0 Questionnaires 

0 Sales Training 
Materials 


PRODUCTION 

0 Process and Production 
Orders 

0 Manufacturing 
Schedules 

0 Manufacturing Specifi- 
cations 

(0 Change Orders 

0 Drawings and Sketches 

0) Production Reports 

0 Charts and Graphs 

0 Plant Notices 

0 Laboratory Reports 


TRADE MARK REG. U. S. PAT. OFF. 


641 S. Oakley Blvd., Chicago 12, III. 


In Canada: Ditto of Canada, Ltd., Toronto, Ont. 


0 Test Reports 

0 Notices and Bulletins 

O InstructionstoForemen 

00 Stock Sheets 

OJ Inventory Reports 

0 Scrap and Salvage 
Reports 

0 Defective Material 
Reports 

0 Training Manuals 

0 Training Schedules 


OFFICE 
MANAGEMENT 


0 Order and Billing 
System 

0 Blank Report and Rec- 
ord Forms 

0 Copies of Wires and 
Cables 

0 Telegraphic Codes 

0 Manuals—Office 

0 Vacation Schedules 

O Bulletins and Notices 

0 Branch Inventories 
and Shipments 


Methods and 
Procedures Manuals 
0 Export Shipping Orders 
0 Export Bills of Lading 
PERSONNEL 
AND INDUSTRIAL 
RELATIONS 
0 Absentee Reports 
0 Safety Bulletins 
(In Colors) 
0 Educational and Train- 
ing Bulletins 
0 Blank Report and Rec- 
ord Forms 
0 Personnel Record 
System 
0 Organization Manuals 
PURCHASING AND 
RECEIVING 
0) Purchase Order and 
Receival System 
0 Contract Records 
0 Notices and Bulletins 
0 Blank Report and Rec- 
ord Forms 
0 Bid Requests 


DITTO, Inc. 


641 S. Oakley Blvd., Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Unt., Canada 

Gentlemen: Without cost or obligation please 
mail me Ditto profit-earning facts and Ditto 
samples. 
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1s NEW 1949 


(eb 200, 


AVAILABLE IN 


Grey om 
¥ The new 1949, Libera- a te ee oo 

tor Model 200 19 new es te ogee a i 
features and improve- —_— . -— a .. Ste ae ; make 
ments include— Se Sit a ma cleric 


techn 


Dae siibiaiinca Bs ah | maki 
v IMPROVED — ono” a —— es chart 
INKING — oe te ae | and | 


ig , a el Sg ; | me mall 

ADJUSTABLE STENCIL oa ae - oe moti 
BUTTON BAR — > eagaaaa ee Ae eh) dy your 
sear 


y ADJUSTABLE TRAY St. 1 


BAIL FOR RECEIVING 
TRAY 


HI 


y BALL BEARINGS 


y The finest materials 
combined with _ skilled 
workmanship under rigid 
inspection makes each 
new 1949 Liberator Model 
200 practically a custom 
built duplicator. 


ot lathes 2 nas File Berle 


EQUIPPED WITH OPEN 
CYLINDER, AUTOMATIC 
BRUSH INKING 


139° 


~ EXTRA, $10 
(PLUS EXCISE TAX) 


SPEED-O-CABINET 
IN FUTURAMIC GREY $ 4950 : 


of pm, 


HA 


OR EBONY BLACK 


Mm 


SPEED-O-PRINT CORP. 
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Books and 


Pamphlets 
For the Office 


THE TECHNIQUE OF SYSTEMS 
AND PROCEDURES, by H. John 
Ross, manager of the systems and 


nental Can Co., Inc. This 250- 
page volume contains 75 pages of 
charts, forms, and other illustra- 
tive material and is written in an 
easy conversational style. The fol- 
lowing are some of the subjects 
covered in the volume: How to 


techniques; getting cooperation; 
making process and _ procedure 
charts; designing, 
and controlling forms; making a 
manual; selling improvements; 
motion analysis; and how to rate 
yourself. Published by Office Re- 
search Institute, Inc., 60 E. 42nd 
St., New York. Price is $15. 


PRINCIPIOS DE ORGANIZACION; 
ORGANIZACION GENERAL O DE 
OFICINAS, published by Ediciones 
Ciencias y Letras, Av. Rep. Ar- 
gentina 15, Mexico, D. F. 


Typical of the swift industrial 
and commercial advance of Latin- 
America is this new book on the 
principles of organization, with 
particular attention to the organi- 
zation of the office, by Angel Caso, 
widely known in Mexico in the 
field of scientific management. 

This volume of close to 600 
pages is a thorough-going treatise 
on office layout, management, and 
maintenance, embodying the lat- 
est ideas on this subject. 

Illustrated with charts, draw- 
ings, and photographs, and com- 
plete with index, notes, and bibli- 
ography, the book will serve 
readers of Spanish as an up-to- 
date guide and reference book on 
all phases of office activity. 

(Turn to page 86) 
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procedures department of Conti- | 


make a clerical survey; analyzing | 
clerical operations; interviewing | 


eliminating | 


Some burning 
- questions on | 


your business : 


Mosler 


Safe Survey 
FREE! 


A Mosler representative 
will make a_ thorough 


analysis of your protec- 
tive needs and give you 
a simple, helpful report. 
Don’t wait for a _ test 
by fire! 


matches 


are made to 
Start FIRES... 


... thousands a day in your building! 


And one small fire can spread ...can 
destroy your records! Then how much 
of a business would you have left? 


Imagine yourself with no record of 
accounts for resuming business . . . and 
no proof of loss for collecting insurance. 


FOUR OUT OF TEN firms never reopen 
after losing their records by fire! 


A] An old, heavy-wall safe cannot be 
trusted to protect records. Do you know 
how old your safe is? 


B) A second-hand safe may not be 
reliable, even though it “looks” like new. 
Do you know if your safe has ever been 
in a fire or burglary ? 


fc) You can’t depend on any safe without 
the label of the independent Underwriters’ 
Laboratories, Inc. Does your safe have 
the proper labels? 


® Do you know that Mosler gives you 
extra protection with specific design 

features and workmanship to exceed the 
requirements for the labels on the safe? 


Send coupon today for invaluable help 


Ie Mosler Safe <¢. 


Largest builders of safes and vaults in the world 


The Mosler Safe Co., Dept. M 
320 Fifth Ave., New York 1, N. Y. 


() I'd like to have a free Safe Survey made by my 


bet 


Vault Doors at Fort Knox, Ky. 


Builders of the v. S. Gold Storage 


nearest Mosler representative. 


(0 Please send free booklet: ““What You Should Know 
About Safes.” 
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To that expanding line finer office 
CRESTLINE 46” group with all the exceptior 
features... Litetone finish . 

_ Eye-ease Top . 

mechanism in the 46” typewriter desk . 

Full Roll Edge . . . PLUS the functional ef 
good looks that have made CRESTLINE 
caaice of the mon whe Gap jedey wae 
thet. eye on many tomorrows. 


; 
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FORMS CONTROL 
AT SPERRY 


By E. S. Rutter, I.E. 


Manufacturing Records Supervisor, Forms Control 
Sperry Gyroscope Co. 
Great Neck, Long Island, N. Y. 


% WITH the assumption of the responsibility for 
printed forms control by Industrial Engineering 
at Sperry and the consequent changes in routine, 
all the office and shop forms are more thoroughly 
reviewed now than heretofore before ordering can 
take place. The number and the thoroughness of 
the reviews naturally will vary with the simplicity 
and the complexity of the forms and their func- 
tions. An average to a somewhat complex form 
would follow the routine outlined. 

Its origin may come about from a general idea 
as a result of a new procedure, a repetitive task 
or possibly a combination of similar or related 
functions and would first be pondered by the 
worker. Originating in this fashion, the man or 
woman normally will have explained the idea to 
his or her supervisor and alone or together, a 


\. Devaney, Ine., N. Y. 


Orderly procedure is essential to efficient control 


very rough picture of a form would be drafted. 
This is forwarded to Forms Control, where it 
is checked for related functions, similarly with 
currently existing forms and also with past pro- 
cedures which may have become obsolete. Not 
having been found to be a duplication of effort, 
Forms Control will check with the departments 
affected by the function in order to provide the 
needed space for the numbering of the form, the 
description and product number, part number, 
account, job or organization number, references, 
and so on. 

In this manner, the space needed determines to 
a great extent the form size, and more or less 
gives the industrial engineer the answers to 
whether or not the best of paper stock is to be 
used, whether or not it must be lithographed, let- 


Fig. |. Part of page from Sperry's stationery book 


Title 


21 GRAPH PAPER (co 


Tracing Plain - K & E D1? 


nt'd.) 


9L-1 


(214.) MIMEOGRAPH PAPER 


white - 8 3/8" x 10 7/ 


8" « Lettersize 


White - 8 3/8".x 13 3/4" <b 1 size 
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LJ FORMS CONTROL 


CJ SPONSOR 
CJ PRINTER 
CJ STORES 


CJ PURCHASING 


[] OTHER 
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n TRIPLIC 


DELIVER TO: 
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copy 
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EVOLUTION OF A FORM 
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(By courtesy of Sperry Gyroscope Co.) 


Fig. z. Offi © su plies and forms requ 
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SPONSOR 
SIGNS 
REQUISITION 


SPONSOR 


SPONSOR CONTROLLED | 
ORDERS GO DIRECT TO 
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ter-pressed, or done by some other process. A 
further analysis of its use brings answers to such 
questions as the probable number of copies needed, 
the use of Hecto master sets, snap-out sets, type of 
carbon, binding, padding, and so forth. Lastly, 
the storage requirements, the filing needs and such 
kindred details must be weighed, in the interest 
of complete consideration of the project. 

With these tentative answers as will suffice, 
momentarily, as well as a newly drafted rough 
form, a meeting may be called by Forms Control 
to which all department heads concerned are in- 
vited. The purpose and functions of the new form 
are discussed and the placing of space for any new 
added information on the form is usually re- 
arranged. Quantities, copies, and types of forms 
are described and an understanding reached. 
Forms Control is then charged with the responsi- 
bility for the drafting of a final form as well as 
the writing of complete printing specifications. 
When this task is finally completed, a last confer- 
ence is called and the entire finished form and 
specifications described to the conferees. Some- 
times another meeting is necessary. Usually, some 
very minor last-minute changes will be called for 
at the final session. Ofttimes, the originator or 
his department head, now called a “sponsor,” to 
differentiate his position from that of the other 
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department heads involved, hardly recognizes the 
form he originated. 

Quite naturally, the discussed routine might be 
misinterpreted at this point into a belief that all 
forms are originated by a worker at a given task. 
Of course, a percentage of new forms do originate 
in this fashion, but the bulk of new forms are the 
results of introductions of new procedures, work 
simplification surveys, or combinations of various 
functions. In each instance, the department head 
in whose behalf the form must provide most of 
the information or must instigate movement of 
men, machines, or material, is named the “spon- 
sor.” No changes can be made to any form after 
its final approval at the last conference without 
an agreement between Forms Control and the 
sponsor, with the decision of again notifying all 
department heads concerned or calling them to- 
gether resting with either the sponsor or Forms 
Control, or both. 

Resuming our routine, the form, having been 
finally approved by all conferees, is now brought 
up to date by Forms Control, showing any last- 
minute changes. Six photostatic copies are then 
made of the new form. The printing specifica- 
tions are likewise modified to conform with the 
latest thinking and both the photostatic copies 
and the specs are forwarded to Stores. Stores is 
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PURCHASE ORDE 
pune R SPERRY GYROSCOPE COMPANY 
=~» ED DIVISION OF THE SPERRY CORPORATION PURCHA 
GREAT NECK, N. Y. ORDER NO. 
REQ. NO FORA Al 
.o. ISSUER JOB, ACCT., RESP. NO DATE 
REC'G. DEPT. DEL. To VIA F.0.8 T 
.o. ERMS 
o MECH. INSP. - seas 
Oo ELECT. INSP, 
PACKING SLIP MUST A 
- r Corenn nan” Sal y accoupany EACH DELIVERY. IN. 
: PURCHASE ORDER ON 
SLIP NUMBER AND PIECE 
: ALL INVOICES, PACKING SL 
OF LADING. ADDRESS ALL 
TO THE TRAFFIC DEPARTMENT. 
L’ SHIP To: 
VIA, 
——| DELIVERY REQUIRED AT OUR PLANT 


DATES 


QUANT | 


ITEM QUANTITY PART, TOOL, MAT. NO. 


DESCRIPTIO < 


bce VENDOR'S COPY 
DEBIT NOTICE SPERRY GYROSCOPE COMPANY 
DIVISION OF THE SPERRY CORPORATION 
ADDRESS ALL INQUIRIES TO — > GREAT NECK, NEW YORK 
: N2D4 84707 
VENDOR PLEASE NOTE OUR P.O. NO. 
DO NOT MAIL CREDIT INVOICE TO US. RECEIVING RECORD NO. 
WE HAVE DEBITED YOUR ACCOUNT. VENDOR'S PACKING SLIP NO. 
REINSP. NO. 
y “' DATE 
SHIPPED TO 


i. 


IMPORTANT: WHEN REPLACING ANY ITEM LISTED ON THIS DEBIT NOTICE. SHOW DATE ISSUED 
* NUMBER AND OUR “PURCHASE ORDER” NUMBER ON PACKING SLIP ANO 
ON CORRESPONDENCE SHIP VIA 
REJECTED MATERIAL: — MATERIAL RECEIVED AGAINST OUR PURCHASE ORDER NUMBER F.0.8 
SHOWN AT RIGHT ABOVE. HAS BEEN REJECTED AND IS BEING RETURNED FOR REASONS 
SHOWN BELOW. SEE REPLACEMENT INSTRUCTIONS BELOW VALUE 
INS. FOR 


a RETURNABLE CONTAINERS: — THE EMPTY CONTAINERS 
a" LISTEO BELOW ARE BEING RETURNED TO You. 


— we 3 


CJ ADJUSTMENT OF YOUR INVOICE AS NOTED BELOW. 


REORDER NOTICE *-5402° 


pate Po sacacusecscicticuamipeiatinion 
Form NO. a sacs A —_—— 
AccT. NO. “ as 
Misc. NO. | - ea erie 
Descript! all itis tO ———— 
See = 
uaoentnte Po.) 
— b 
MONTHLY USAGE Bosca toot comminoanaette — ae " 
: _ ORDER WKS. v ehiteah 
—————— 


STOCK ON HAND 


C) ATTACH TwO SAMPLES AND SEND SIX TO FORMS CONTROL 


| (_) sampues atracnen 


MIN. ss ———— 
——$—<——<——— | a) os 
cianitcdicempaliaaats 
ee 


Date bY = TT) 
——— Forms contro 


From top to bottom: Fig. 6. Purchase order form. Fig. 7. Debit notice. Fig. 8. Reorder notice. 
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the office supplies stockroom, which in addition 
to storing all the forms by form number, also 
stores miscellaneous stationery supplies, such as 
plain paper, pencils, inks, ribbons, erasers, and 
such items. The latter, too, carry a number, 
coded to help in their location as well as in their 
specific ordering problems. A stationery book is 
issued to all department heads which lists sup- 
plies. Part of a page from it is shown in Fig. 1. 

There are some 2,000 different printed forms 
and some 600 miscellaneous stationery items. The 
stationery book covers the miscellaneous items. 
Adhesives are, for example, No. 10, with 10.1 glue, 
10.2 mucilage, etc. Blotters are No. 40, erasers 
No. 120, stamp pad inks, No. 163, etc. The store- 
room maintains its own perpetual inventory rec- 
ords and supplies Forms Control with reorder 
notices to indicate that the minimum requirements 
have been reached. Requisitions, duly approved, 
are honored by the stockroom and subsequently 
posted to their records. A typical blank requisi- 
tion is illustrated in Fig. 2. 


Supply minimums and maximums 

Currently, Stores operates on a maximum sup- 
ply on hand of four to six weeks and a maximum 
supply of eight to twelve weeks. However, with 
printed forms, the time lapse must be increased 
for the more complex forms, since printers are 
usually burdened by a backlog of orders. Accord- 
ingly, Forms Control as a rule specifies from six 
to sixteen weeks’ minimum with a twelve- to 
twenty-six-weeks’ maximum. The average form 
falls usually into the eight-week and sixteen-week 
category, although there are a few forms which 
require from nine months to a whole year to 
obtain. 

To continue the printed forms routine, after a 
final copy has been made and the specifications 
drawn up, Stores issues a purchase requisition 
(Fig. 3) to cover this purchase and makes up a 
sufficient number of spec copies (Fig. 4) to en 
able requests for at least three bids. The method 
used is usually a Ditto run of the specification 
master. 

The completed Purchase Requisition is then 
forwarded to Forms Control for a recheck and 
then to the “sponsor” for the approval signature. 
It is now ready for the distribution of copies and 
this is done by the Stores department. The Pur- 
chasing department, having received its copy of 
the approved requisition, four copies of the print- 
ing specifications, and three copies of the form as 
designed, proceeds to send out a request for quota- 
tion from various printers (Fig. 5). 

Printers receiving these requests usually check 
with Forms Control for any required substitution 
of paper specs, variation of color, clarification 
of make-up, type or binding, and so on. Such 
changes as may be needed are approved by Forms 
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Control and each bidder is then notified in orde 
to modify his bid. Bids are then weighed by th. 
Purchasing department with respect to price anj 
delivery requirements. The successful bidder j 
duly notified and a purchase order (Fig. 6) 
made up for him to proceed with the job. 

The printer, obtaining the order, is privilege; 
to call upon Forms Control for an exchange 9 
his photostatic copy for the original, for bette; 
detail. Proofs are made in due time and the 
printers then forward these to Forms Control for 
approval. 

A thorough check is made and such proofs are 
generally returned promptly in order to forestalj 
unnecessary delay in the printing. The form js 
then worked on by the printer and six sample 
of the printed job are forwarded by first class 
mail direct to Forms Control when the printer 
has completed his job entirely and it is ready for 
shipment. Upon receipt of such samples, Forms 
Control checks the finished printed form to the 
specifications for quality compliance, etc. When 
and if a rejection is necessary, steps are taken to 
hold the shipment up, if possible. If this should 
fail, a “D” order or debit notice (Fig. 7) is made 
up promptly, in order to take the printed forms 
from their location within the plant, back to the 
vendor. 

Automatic reorder points 

Automatic reorder points, at the stationery 
storeroom, consisting of both bin card points and 
bank tapes, assure a timely reorder notice (Fig. 
8). Bank tapes are one inch wide adhesive tapes 
holding together the minimum requirements of 
any given form. These reorder notices must then 
be checked by Forms Control for changes in de 
sign, usage, and other details. Approval is then 
granted and specs as well as copy are modified 
to conform to present needs. 

There are, of necessity, a goodly number of 
forms which the department heads control and 
usually a telephone call or memo starts the re 
order procedure. Forms Control will make up a 
suitable copy and prepare suitable specifications 
in this instance as well. The purpose of keeping 
such forms separate from the stationery store- 
room varies with each form. It may be exclusive 
use, very small quantities, as a one-a-day report, 
ete. Again, they may be of an-emergency nature, 
such as a special government request of possibly 
a few weeks’ duration, etc. 

Under the present set-up, the control of printed 
forms has been strengthened and considerable 
economy effected. In the past year alone, some 
500 forms were declared obsolete as a result of 
more thorough checking for duplication of infor- 
mation, simplification of forms, more economical 
processing, and other factors, etc. It is expected 
that an equal saving will be apparent in another 
year from now. 
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The bull in conference with the jack rabbit 


FABLE OF THE HOLE IN THE 
ANALYSTS DOUGHNUT 


By Charles O. Libbey 
Head, Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 


* ONCE UPON A TIME the fox submitted 
through appropriate channels five recommenda- 
tions for change in the herd of the bull. After 
an impressive waiting period, the bull sat down 
in conference with his assistant, the jack rabbit. 

The bull was confused by all the details in the 
report submitting recommendations, for gener- 
ally he thought in big broad outlines of adminis- 
trative policy, and so he began to search for a 
hole in the analyst’s doughnut. He was afraid of 
the impact and of any instrumentality that might 
affect the integration of his functional organiza- 
tion. Besides his herd was different. 

The jack rabbit also sniffed the analyst’s dough- 
nut suspiciously, although all doughnuts were 
crullers to him until the genus was discovered 
by the boss. 

Recommendations 1 to 4 were shot through 
with disconcerting facts and figures—and who 
wants to argue with a man-hour, a storage sym- 
bol, or a therblig? But No. 5 on the other hand 
was largely text; and as everyone knows, words 
and opinions are the administrator’s daily dish. 


As soon as No. 5 was revealed as off the deep 
end, the jack rabbit also saw that it was so far 
off and so deep down that it made Deep River look 
like something that the umbrella left in the hall. 


Said the bull to the fox: “With some changes, 
the first four recommendations are approved. I 
have had them in mind for some time but have 
been too busy to instrument them. No. 5 simply 
will not work in my herd.” 


The jack rabbit also took it up from there and 
read all the fine print. He blew up the hole in 
the analyst’s doughnut until it resembled the rim 
from the fifth wheel off the one-horse shay. The 
fox listened sympathetically, attentively, appre- 
ciatively. 

Thus in co-operation, they all discovered the 
hole in the analyst’s doughnut, forgot the dough 
in the doughnut, and lived happy ever after. The 
bull had been impressive; the jack rabbit also 
had been impressive; and the fox had four of his 
five recommendations accepted. 


The fox had planted No. 5 anyway. 


MORAL: There are more ways to serve an ana- 
lyst’s doughnut than are dreamed of in your phi- 


losophy, Horatio. 
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LEFT: 

Conference desk in the president's officg 
at the offices and showrooms of the Lily of 
France Corset Co., 417 Fifth Ave., New 
York, designed by Leon and Lionel Lewy, 


architects. The walls are walnut Flexwood, 


The dropped acoustical plaster ceiling 
houses recessed, combination fluorescent 


and incandescent lighting furnished by the 
Gotham Lighting Corp. The green print 


draperies and walnut furniture are in har. 
mony with the dignity of this executive 


office. 


BELOW: 


This view of the Lily of France reception 
room, taken from the entrance door, shows 
the reception desk and a section of the 
salesmen's room. The latter has built-in desk 
space for four salesmen. The partition sep. 
arating this room from the foyer is for 
decorative purposes only, since there is no 
glass or other material in the openings be. 
tween the walnut plywood framing. The 
other partition forming a background for 
the reception desk is pigeon-holed for the 
decorative value of plants, which add to 
the striking combination of green and beige 
highlighting the rest of the room. 
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ABOVE: 

Office of the president of the Treo Corset Co. in 
Jamaica, New York, designed by Albert A. Lutz Co, 
builders and engineers. The window sills are imported 
marble, cocoa with light blue veins running thrcugh it. 
The windows are Pittsburgh glass blocks, and the 
aluminum window frame has a projected sash with 
clear Pittsburgh glass. Office color scheme is light 
blue with blue carpet and light blue walls. Draperies 
are a solid eqg-shell color. 


RIGHT: 


In the cffice of the vice-president of Treo Corset 
Co. Hung ceiling has recessed lighting. The corru- 
gated bars of light throw a greenish glow over the 
toom and create a feeling of space. Carpet is dark 
green; ceiling is white. The floor is of black Kentile. 
Window sills are of the imported marble. 
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There are prima donnas in every department! 


“GRIPE NIGHT” AT TSA 


Some problems of the transcription supervisor 


These questions and answers aroused deep interest at a recent meeting of the 
Transcription Supervisors Association of New York designated as "Gripe Night" 


How much should a supervisor become in- 
volved in personal problems of employees? If 
two employees who formerly were very 
friendly suddenly become estranged and one 
feels it deeply, should a supervisor step in 
and try to straighten things out? 


Only insofar as company procedure and work 
would be involved. In this instance, the two 
girls worked closely on checking important 
items and, because the work was important, 
the supervisor should enter the picture for 
the good of the service. 


* 


Is it wise to tell employees their rating? We 
use a merit rating system for determining a 
bonus. If, for instance, the attitude of one 
employee is better than that of another ard 
she is, therefore, rated higher and receives a 
higher bonus, should the lower grade em- 
ployee be told the reason? 


Unanimously “YES”! 


OFFICE MANAGEMENT AND EQUIPMENT 


Q. 


How would you handle the problem of a gir) 
who feels that she is a bit superior to others? 
She is condescending in her manner even to 
the supervisor and manager, and very often 
she causes hard feelings among the girls, just 
by her manner. 


Find out the reason and talk her into a more 
agreeable attitude. Discharge her if she per- 
sists or if the company is involved. 


* 


What is your policy on lateness and absentee- 
ism? If a deduction in salary is made for 
lateness or absence, what would be the pro- 
cedure if an employee continued to be late 
and absent? 


Unanimously, “Discharge”! However, one 
supervisor recounted such a problem with a 
girl who reached the office around 9:50 a.m. 
each day. The supervisor talked to her and 
suggested that the girl come in at 9:30 but 
stay until 5:30 each evening to clean up the 
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This form helps reform careless dictators 


work. The girl agreed, but after two months 
of cleaning up the work she asked if she could 
go back to 9 to 5 hours. Now she is in at 
9:00 a.m.. 


My biggest problem has been to control ex- 
cessive talking and chit-chat in the depart- 
ment. It is not a question of having sufficient 
work to keep the girls constantly busy. Cer- 


tain of the girls feel that their freedom is 
being restricted if,a no-talking rule is 


strictly enforced in the stenographic depart- 


ment alone. Of course, there are a certain 
few who are the heaviest violators. It has 


taken over a year to get one girl, who inci 
dentally is an excellent worker, to tone her 
self down. 


This created quite a discussion. The consen 


sus seemed to be, insist upon a specific amount 
of work each day, judging the day’s work by 
the individual's ability. One supervisor kept 
feeding rush work to the offenders until they 
began to question why. From there on, she 
had little trouble. Another supervisor said 
she thought it less trouble to control a large 
department than it was to control a small 


department. 


An older employee complained that a younger 


employee sitting directly behind her was con- 
stantly annoying her with unkind remarks 
addressed to anyone who cared to listen, rela- 
tive to the oldster’s work, clothes, and per- 


H 


sonality, and asked the supervisor to move 
her desk without letting the younger em- 
ployee know why the desk was moved. She 
told the supervisor that she feared the tongue 
of the younger employee. 


A frank talk with both was the consensus of 
opinion, threatening dismissal if the situation 
did not improve. 

* 
How do you feel, what do you say about: 
smocks in the office; hair in pin curls because 
of a heavy date that evening; slips showing 
when they shouldn’t (the oldie look) ; sloven- 
ly appearance (in inherited personnel) ? 
No smocks! 
No pin curls! 
Tell them to pull up the slips! 
Talk with them, point out that they will save 
themselves embarrassment should an oppor- 
tunity present itself for promotion and their 
appearance precludes that promotion. 

ok 
In transcription work, how do you cope with 
dictators not marking corrections on slip of 
paper to warn operator a correction has been 


How much should girls be allowed to talk? 


Armstrong Roberts, Phila 
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made, before she types the error, so she will 

not type the mistake? It is annoying to the 

operators to have to retype their letters. 

(1) Call him on telephone and discuss the 
point. 

(2) Send work back with a note. 

(3) Use form shown on page 29, and if too 
many forms go to the same dictator in 
any one month, his supervisor should be 
told, 

* 

How do you handle temperament, wherein a 

“rush” is considered someone else’s work be- 

cause Miss Prima Donna has already finished 

what she considers her day’s work? 

Frank discussion to find out why tempera- 

ment is indulged in, then point out that the 

work must go out; if temperament continues, 
give notice, and follow through if no improve- 
ment is indicated. 

* 

How do you cope with peak loads and a short- 

age of personnel through absence? There is 

a time limit for most of the work but the 

schedule suffers at times, causing censure 

from the management. 

Overtime or part-time workers. 

How much authority do you have in selection 

of work to be rushed, especially when every- 


one wants his work first? Do you have to 
accept work from all departments, even 
though some departments have their owy 
staff for such jobs? 


Company policy should be clearly defined for 
all concerned. Rush tickets should be cen. 
tered at manager's desk so that the service ig 
not abused, 

How do you handle cylinder work wherein the 
dictator has used one or more cylinders to 
dictate one line follow-ups—taking the time 
of the operator to dictate the name and ad- 
dress and caption on each of these letters, 
which usually read something like, ‘‘May we 
have an answer to our letter of May 10, 
1948?” or ““What is the present status of the 


> 


captioned case? 
Get him to use a form letter, if company pol- 
icy permits, or explain that such work could 
be handled better by a typist. After first letter 
is transcribed the work should be given toa 
typist to continue. 


Bd 


Do you keep a close check on supplies, such as 
carbon paper, ribbons, erasers, and pencils? 
How? 


Some do; some do not because that is the 


function of the supply department. One su- 
(Turn to page 62) 


TAKING ONE'S OWN MEDICINE 
This attractive office of John S. Griswold, vice- 
president of W. & J. Sloane, at 575 Fifth Ave., 
New York, was desianed and executed by the 
Contract Division of that company, long known 
for the fine offices it creates. The walls are 
walnut paneled and the floor is covered with 
beige wall-to-wall carpet. The draperies are a 
Scotch plaid. The red leather chairs and green 
love seat pick up the colors of the plaid. The 
desk and work space under the window ar2 
built in and finished in a silver grey color. 
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Where elevator 
doors open on the 
reception area, in- 
teresting wali 
grouping is achiev- 
ed by |8th-century 
consoles against 
the wall panels. 
Brown marbleized 
floor and base- 
boards, pink-beige 
walls and wood- 
work, fresh plants, 
and the __ bright 
touch of bronze on 
the doors give 
warmth and bright- 
ness to what was 
a cheerless room. 


OVERCOMING DECORATIVE OBSTACLES 


* DIGNIFIED DECORATIVE TREATMENT, 
where architectural features offered no inspira- 
tion, was the problem which confronted Ormond 
Butler Riblet when he was consulted about a dec- 


The many offices 
opening on the re- 
ception area re- 
quired strategic 
placement of fur- 
niture to minimize 
the broken walls. 
Reception desk is 
placed in front of 
the recessed area. 
A Salvatore Rosa 
engraving _— flanks 
the recess and with 
the plants on a 
small Hepplewhite 
table, an interest- 
ing wall grouping 
is obtained. 
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orative plan for the reception room in the offices 
of Hurdman & Cranstoun, certified public accoun- 
tants, of 43 Broad St., New York. This firm con- 
sists of several partners and traffic to and from 
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their offices through the reception room is always 
heavy. The problem was further complicated by a 
pillar which bisects the area, and several elevator 
doors which open directly into the reception room. 

Mr. Riblet let the pillar and the doors in no 
way interfere with his plan to achieve a pleasing 
effect. Instead, he incorporated them cleverly into 
his plan and arrived at a unified effect of quiet 
elegance befitting the character of the firm by 
whom he was employed. 

To combine the charming eighteenth century 
furniture of the room with the more functional 
pieces, he used his background colors shrewdly. 
Walls of soft pink-beige and a refreshing grey- 
green rug against a brown marbleized floor made 
the chairs in brown, red, and green antiqued 
leather blend into the room rather than stand 
out individually. Bright accents in upholstery 
and accessories and bright decorative lighting 


On the east wall, facing the ele- 
vators, sofa is uphoistered in 
brown antiqued leather. Above 
the sofa are I8th-century oil 
paintings in gold frames in har- 
mony with the period furniture 
of the room. On Hepplewhite 
tables, flanking the sofa, tall can- 
dlestick lamps with shades of silk 
shantung add soft cheerful light 
to a windowless room. 
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Undaunted by an_ irremovably 
pillar bisecting the room near thy 
south wall, the director used it ty 
provide cheerful reading nook 
for waiting clients. On the right 
an antique commode flanked by 
two side chairs holds wood and 
brass lamp with shade of gold, 
On the left, a side chair with 
brass base indirect lamp. 


were employed to bring cheer into the windowless 
room. Cheerful color was carried on to the walls 
by the selection of fine oil paintings and engrav- 
ings in perfect accord with the period furniture 
below. 

Turning into an asset what might have other- 
wise involved expensive architectural changes, 
Mr. Riblet used the bisecting pillar to provide 
reading nooks where waiting clients could re- 
tire in quiet with a convenient magazine. Bronze 
elevator doors provided the opportunity to repeat 
the luster of the bronze in the bases of fine old 
lamps against the opposite walls. 

The final result is a reception room which wel- 
comes the visitor and makes him forget that in 
the street below is the busy hustle and bustle of 
Manhattan’s financial center, and which at the 
same time adds greatly to the working efficiency 
of the office. 
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Modern industrial engineers believe people are the most important 

asset of any business. Left to right: William R. Mullee, professor 

of administrative engineering, New York University; Jerome Barnum, 

the author of this article; Dr. Lillian Gilbreth, “Woman of the 

Year" and co-inventor of most of the motion economy charts and 

techniques in use today; David B. Porter, professor of industrial 
engineering, New York University. 
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BETTER MANPOWER UTILIZATION 
Through Proper Systems Planning 


By Jerome Barnum 
Technical Training Advisor, Bigelow-Sanford Carpet Co., Inc., New York 


Second of two articles. The first appeared in the January issue 


* SO FAR I have spent a great deal of time out- 
lining the problem we will all face in the months 
and years ahead. Systems work teaches us that 
a full knowledge of the problem is the most im- 
portant ingredient in the development of a correct 
solution. 

Iam now going to outline a suggested five-step 
program for solving this big problem and attain- 
ing our objective of better manpower utilization 


_ through proper systems planning. 


Step 1. Obtain an adequate staff of methods 
analysis, 

To do this you naturally have to convince top 
management of the need, provide the necessary 
assurances, and project provable benefits. 

Don’t ask me how many; I don’t know! Phil 
Carroll, Jr., the prominent time-study consultant, 
answers that question for plant managers by 
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saying, “Whatever the right number is—double 
it!” 

Keep this in mind: If you have as many as 100 
employees operating your systems and proce- 
dures, you are certainly paying for a methods 
staff in lost manhours whether you employ them 
or not. Why not get something for your money? 

When you get that staff please do this one 
thing: include some time-study men who are 
thoroughly experienced in the use of standard 
data. 

Step 2. Provide good cost reduction training 
for your staff. 

I wish I had more time to tell you about some 
of the things N.Y.U. is accomplishing through 
the Management Round Tables. Keen, alert groups 
in Clerical Work Simplification get started each 
semester. The groups, which are limited to fif- 
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teen people, meet all day for ten consecutive Mon- 
days. This makes it possible to go back to school 
for this “retreading” while performing your regu- 
lar duties. Incidentally, one of the members of 
the first group, a young lady, brought in a Round 
Table project which she later sold to their presi 
dent. The saving: over $10,000 per annum. The 
work that Professors Porter and Mullee, Ben 
Graham of Standard Register, Harold Finley of 
Metropolitan Life, George Hornberger, and the 
others are doing up there is of great value to 
everyone interested in a practical scientific ap 
proach to work simplification. The summer Man- 
agement Course at the University of Iowa should 
also be investigated. The importance of formal 
intensive training in cost reduction techniques 
cannot be stressed too much. It is the best invest- 
ment you can make. 

Step 3. This step is hard to name because it 
is really a sort of mental revolution. 

It involves the adoption of some new concepts 
and a new approach. 

I think it is good to start off by saying that 
everything in our duty list should add up to one 
thing: cost reduction. We all know that it is 
really the only excuse for any system or proce- 
dure because if we didn’t care how much it cost 
us in man-hours or money we wouldn’t have to 
bother about systems. We could let everybody 
play by ear. They would kick the papers around 
a lot and waste a lot of time but eventually they 
could come up with an answer that constituted 
satisfactory performance in terms of quality 
alone. 


Much of our new philosophy is incorporated jy 
the concepts of scientific management as de 
veloped by Frederick W. Taylor. Many of oy 
techniques were products of the Gilbreths. Thy 
human relations side is a mixture of the fine wor | 
of such people as Charlie McCormick of McCor.| 
mick & Co., the work simplification pioneers, ang 
others. 

The open mind and the questioning attitude be 
come essential parts of us. Methods improvement 
gets to be a kind of religion. When we take this 
third step we overhaul our old way of thinking 
and come up with a new outlook. We stop think. 
ing like bookkeepers and start thinking like busi 
ness men. 

We start asking that “why” question. And we 
start saying, “What is the purpose of this?” and 
“What is the purpose of that?”, and we scratch 
our heads and wonder why we ever thought ijt 
Was necessary to have the supervisor sign those 
requisitions we were talking about. 

We no longer are willing to do something be 
cause of a convention or to give us a double check 
or a triple check. 

We learn about calculated risks. If that extra 
copy we are making is checked only once in every 
20,000 times, we get rid of it and walk 20 feet to 
the office where the originals are filed when we 
need the information. 

We start going after records of availability and 
stop overemphasizing records of accountability. 
We stop the greatest stacking operation in his- 
tory: the piling of control on control. 

(Turn to page 64) 


ANOTHER SUGGESTION SYSTEM 


@ ADOPTION of a suggestion system by Employ- 
ers Mutuals of Wausau, Wis., was announced re- 
cently by President H. J. Hagge. Employees of 
the home offices and eighty branches will be eli- 
gible for cash awards for ideas on improvement of 
the company's methods and forms. 

The system will be administered by the methods 
and procedures division, with Calvin A. Hessert as 
All suggestions will be sub- - 
mitted to a committee consisting of home office 
department heads after being investigated by the 
departments concerned. Identification of the per- 
sons submitting the ideas will be by number only, 
from the time the suggestions reach the suggestion 


suggestion secretary. 


secretary. 


Employees in managerial, supervisory, and tech- 
nically responsible positions will be eligible for 
awards only if the suggestion is beyond the ordi- 
nary scope of their responsibilities. Officers, home 
Office department heads, branch managers, and 
methods and procedures division employees will 


not be eligible. 
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No. 726-102 

With 2 letter size drawers and | safe 
31” high, 56'/2” wide, 31” deep 

Gray or Green $143.50 

Walnut or Mahogany $23.00 additional 


No. 752-102 

With 3 letter size drawers, | safe compartment 
31” high, 56'/2” wide, 31” deep 

Gray or Green $136.50 

Walnut or Mahogany $23.00 additional 


No. T2-1002 

With 4 letter filing drawers 

31” high, 56'/.” wide, 31” deep 

Gray or Green $139.00 

Walnut or Mahogany $23.00 additional 


STEEL DESKS 
by COLE 


We are pleased to present the new streamlined 
convertible steel desk units made by COLE, world 
famous for fine office equipment. The steel desk 
top is covered with linoleum and trimmed with a 
fine aluminum edging. Smartly styled, they will 
add dignity to your office. These units are avail- 
able in various combinations as illustrated on this 
page. Some have the filing capacity of a regula- 
tion 4-drawer letter size filing cabinet, enabling the 
user to keep all his records at his finger tips. Others, 
have a safe on one side and 2 letter size drawers on 
the other, while some are equipped with 3 letter 
size filing drawers and a safe compartment under 
lock and key for books and valuable papers. The 
drawers have spring compressors and are equipped 
with precision built ball bearing suspension slides 
enabling them to float smoothly and quietly at the 
mere touch of the finger tips. The center desk drawer 
has a built-in steel tray for clips, pens and pencils. 


No. 202T28 


With 4 letter size drawers 
Typewriter desk height 26!/.” 
Gray or Green $122.50 


Walnut or Mahogany $23.00 additional 


Prices slightly higher in Zones 2 and 3 


FREE CUTS OR PHOTOGRAPHS OF THE ABOVE AVAILABLE ON REQUEST 
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SANITARY BASES 


for all size files 


$3.10 


FOLLOW BiOY 


75¢ 


ADDITIONA 
MADE FOR 
ANY SIZE 

FILE 


STURDY CONSTRUCTION — Prontos are built of 275-Ib. LOCATE YOUR RECORDS EASILY — No more need of! 
test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at al 
shell and the four corners of the drawers. records just as easily as in your regular active files. 
SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 
valuable floor space. drawer front matches your regular active office files. 
ie SIZES AND PRICES 
Inside Dimensions FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 
Suggested Uses 
oi 5 File PRICE File PRICE 
| Width Height Length No. Single Carton No. Single Carton 
tletter Size | 12% .. 10%... 24 | E210 . . $3.10. . $3.00 || I210L. . $3.85. . $3.75 
Letter Size || 12% .. 10%... 15 | E2108 . 3.00... 2.90 || 1210S... 3.75... 3.65 
a tlegal or Cap... 15% .. 104 ..24 | E510 .. 3.75... 3.65 || ISIOL.. 4.85... 4.75 
Invoices 10% .. 8%4..24 | E109... 275.. 265 || 109L.. 3.40... 3.30 
*2 Rows 8x5 Forms || 10% .. 8%..24 | £108 .. 3.05.. 2.95 || 108L.. 3.65... 3.55 
*Invoices or 2 Rows 8x5) 10% .. 8% .. 18 EI08M . 3.00. 2.90 108M 3.60. 3.50 
Freight Bills We .. 7 2.24 | £97 .. 260... 2.50 | 1971L.. 3.10... 3.00 
Checks -|] WW, .. 4%..24 | E104... 265... 255 || 104L.. 3.40. . 3.30 
Drafts or Checks We .. Wy..24 | E94 2. 2.10.. 2.00 || I94IL 2.60... 2.50 
Drafts or Checks MWe .. 44 .. 18 | EM... 2.05... 1.95 || 941M . 2.55... 2.45 
5x8 Forms 8% .. 5%..24 | E85 2.35... 2.25 || 1851L.. 2.85... 2.75 
Tabulating Cards 7% .. 3%..24 | E73 2.10... 2.00 || 1731IL.. 2.55... 2.45 
*3x5 Cards (3 Rows) || 16! .. 41/2... 24 | E64 3.75... 3.65 || 1645L.. 485... 4.75 
von *4x6 Cards (2 Rows). || 12% .. 5 ..24 | E24 .. 2.75... 2.65 || 1245L.. 3.40... 3.30 
ai. *3x5 Cards (2 Rows).|| 10% .. 3%..24 | E103... 265.. 255 || 103L.. 3.35... 3.25 
Vouchers (Upright) 5p .. 10%... 24 | E592 2.90... 2.80 || 1592L.. 3.65... 3.55 
tLedger Sheets | % -. 12> .. 26 | Ep 3.50... 3.40 || 9I2L.. 4.25... 4.15 
tledger Sheets 12% .. 12% .. 18 | E12 4.45... 4.35 || 1212M . 5.80.. 5.70 
a ce *These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 
: Prices 20% higher in Denver and west of the Rockies 
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NEW THINGS 
in the 
NEWS 


ABOVE: 

PRESSURE-SENSITIVE TAPE DISPENSER introduced by Dage, 
Inc. Sayler Park, Cincinnati, in addition to its handy method of 
applying cellulose tape, has an automatic action which cuts the 
tape at desired point without lifting it from the surface. Dispenser 
is rolled along the surface until desired length is reached, and with- 
out stopping its forward motion, is tipped backward until the cutter 
shoe clicks, the tape is automatically cut off, and the dispenser is 
ready for another application of tape. Easily loaded, the dispenser 
uses any half or three-quarter inch tape with length up to 1296 
inches. Will retail for $2.85 each. 


AF 
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BELOW: 


USEFUL is the way to describe the Kwik-Sealer, the new sani- 
tary envelope sealer recently introduced by the Crescent Mfg. 
Co., Dep't. 12, 1104 Tenth St., Rockford, Ill. Sealer has a capillary- 
action sponge that draws water from a reserve supply in the 
handle, and draws it only as fast as needed to maintain constant 
moisture. It will not drip and seldom needs refilling. Has pro- 
tective chrome-plated brass shield and a conveniently located 
bayonet on the sealer serves as a letter opener. Retail priced 


at $2.50 each. 


ABOVE: 


GUN TACKER T-32 has been added to the line of stapling 
products made by the Arrow Fastener Co., Inc., 30-38 Maujer St., 
Brooklyn, N. Y. This model features a locking device which acts 
as a safety when machine is not in use. There is a one inch 
movement at extreme point and a total spread of only | 7% inches, 
making it easy to handle. Designed with chrome plating, it is 
very useful for furniture upholstering, shipping rooms, and others. 
Takes three size of staples, 3 16, 4.16, and 5 16 leg. 
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RIGHT: 


NEW STANDARD TYPEWRITER, functionally engineered and 
finished, has been introduced by Underwood Corp., One Park 
Ave., N. Y. This Rhythm Touch de luxe model features a full 
ten-inch writing line with standard width carriage, and a remov- 
able cylinder. A completely enclosed machine back and other 
refinements of design have resulted in quieter and easier operation. 
Featuring a drop line space lever for ease, speed and accuracy 
of carriage return, in addition to the Rhythm Touch and Rhythm 
Shift, the new model with a new and deeper paper table and 
larger lateral paper quide, are improvements for the operator's 
convenience. Newly engineered cylinder knobs are deeply threaded 
for an easier finger grip to aid paper insertion into the machine, 
and a larger variable line spacer plastic knob permits easier and 
more accurate aligning. Also features self-locking visible front 
margin stops, located just above the keyboard, the exclusive 
Underwood heading centering scale, which eliminates guess work 
and permits setting margin and tabulator stops at any desired 
position, Finger-Form plastic key tops, concave and rimless, scien- 
: tifically designed for finger tip ease ard pleasant touch, and 
Dual Touch Tuning which provides adjustment features to give 
each typist the amount of key tension best suited for individual 
preference. 
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ABOVE: 


ABOVE: 


NEW STATIONERY RACK STAND, T-2700, has been announced 
by the Cadillac Tank & Welding Corp., 4545 West Lake St., Chi- 
cago. It features a 5-inch thick tempered Masonite top measur- 
ing 16 inches x 30 inches, with a walnut grain finish. The 27 inch 
high base is of sturdy welded construction containing pressed 
steel inner legs with smooth rolled outer sections. All edges are 
tube-rolled for safety and durability. Comes equipped with 
castors, is available in walnut, grey and green, is now ready for 
immediate delivery. 


GENUINE WALNUT WASTEBASKET is one of the many item 


manufactured by the L. C. Flewelling Co., 4427 Firestone Blvd, : 


South Gate, Calif. Shipment is made 3 in a carton, weighing 
about 20 pounds. The company also makes desks, typewriter stands 
coat racks, and other office equipment. 


RIGHT: 
WORLD'S SMALLEST CALCULATOR, is the claim of the Stima 


organization in Switzerland regarding the Stima pocket model shown 
here. This visual control machine adds, subtracts, and multiplies, the 
operation being performed through the manipulation of the device 
by means of a stylus which comes with the machine. This stylus is 
also a useful mechanical pencil. The Stima calculator is a product 
of the Swiss watch industry and the mechanism adheres to watch- 
making standards. Can be carried in pocket, or in a compact case 
which is furnished. To retail et $39.50. Provision has been made for 
handling servicing and repairs in this country. Further information 
from L. Marest, 144-25 77th Road, Flushing, New York, who is 
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3 
i 
» é 


handling sales here. 


ABOVE: 
POINT-O-MATIC ELECTRIC PENCIL SHARPENER is now mak- 


ing its appearance on the market. This new model is housed in 
a Versalite case, one of the newer materials developed by the 
U. S. Rubber Co. It reduces the over-all weight of the housing, 
yet, the manufacturer claims, withstands more rugged use than 
the former housing, which was of cast Zamac. It has also given 
the product more eye appeal. The material molds well and gives 
the apearance of a simulated pin seal leather finish. A new and 
improved cutting blade principle has also been developed, which 
gives faster cutting action and a smoother finish to the pencil 
point. Manufactured by the Hollywood Specialty Co., which has 
recently moved into newer and larger quarters at 4612 San Fer- 


nando Rd., Glendale, Calif. 
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BELOW: 


NEW LINE OF SPONGE RUBBER MATS and runners is being 
produced by Atlas Sponge Rubber Co., 806 E. 6Ist St., Los An- 
geles. Standard mats are made of resilient sponge rubber |; 
inch thick x 21'/p inches x 47 inches and have beveled edges; 
also '/2 inch x 21'/2 inches x 23 inches; available in black or 
green; other colors on special order. Runners are available in 
47 inch units. According to the manufacturer, sponge rubber 
mats are effective in increasing production as they prevent foot 
and leg strain of employees who stand on concrete or tile floors. 
Other advantages claimed are safety, a reduction in floor noise 
and breakage, in addition to increased employee efficiency and 
goodwill. 
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FLOW: 

re LL-PURPOSE CUTTER AND SCRAPER, an ideal tool for use 
with paper cartons, fabrics, leather, wood, tile, glass, and others, 
, made of durable plastic, strutted inside for greater strength. 
Produced by the Conrad Razor Blade Co., Inc., 444 Madison Ave., 
N. Y., the item is light in weight, has a modern grip designed to 
veduce finger fatigue, and has a retractable blade for safety in 
handling. Uses sharp, industrial single-edge blades, and is retail 
oriced at 50 cents, complete with four extra sharp blades. 


ABOVE: 

NEW STAPLER, model 35, from Metal Specialties Mfg. Co. 
3200 Carroll Ave., Chicago, pins as well as staples. Features effi- 
cient feed channel, removable rubber base for staple storage, 
simplified loading, 100-staple capacity, and skid-proof base. 
Stapler is 6 inches long and has a durable chrome-plated or grey 
enamel finish. Individually boxed. 


ABOVE: 


NEW KIND OF TYPEWRITER RIBBON makes it possible to turn 
out perfectly typed letters and forms of all kinds, says the manu- 
facturer. The secret behind this new ribbon, called Del-e-Tape, is 
that typing errors may be made to vanish completely with the use 
of a liquid eradicator. When a change is necessary, a word or 
a whole sentence can be “painted’’ away with a touch of Del-e- 
Tape eradicator. I+ takes only a second or two and leaves the 
paper without the faintest smudge or trace of the error. Though 
useful for any kind of typing—letters, forms or billing, Gel-e-Tape 
has been used very successfully by insurance companies for policy 
writing. In addition to saving time and patience, the ribbons, 
through the elimination of erasures, serve to keep typewriters 
cleaner since there is no opportunity for rubber particles to fall 
into the machine. Ribbons are available in black, black and red, 
and blue for all standard makes of typewriters, and electric type- 
writers as well. From the Aetna Products Co., 202 East 44th St., 
New York. 


ABOVE: 


ALL STEEL UTILITY STAND, the Atomliner, is from Maso Steel 
Products, 500-32 South Throop St., Chicago. New stand has a heavy 
gauge steel top, in hammerloid finish with a choice of grey, green, 
or walnut. Two locking casters prevent creeping or crawling of stand 
while in use. Measures 14!/p x 18 inches closed, and 14!/, x 34 
inches with the two drop leaves opened. It is 27 inches high, and 
casters have 2 inch wheels. Curved legs are of |-inch steel tubing. 
Packed one to a carton, the stands are shipped knocked down for 
quick assembly. 


ABOVE: 


ATTRACTING CONS:DERABLE ATTENTION wherever it has been 
displayed, is the new 5422 tabulating card file from All-Steel 
Equipment, Inc., Aurora, Ill. Packed with many features, the file 
eliminates the difficulties in filing and handling of tabulating cards, 
so familiar in the past. Features include an eleven drawer, twenty- 
two tray arrangement, allowing for the systematic filing of over 
90,000 cards. Card trays are directly removable from the drawer 
carriage merely by lifting on the handle when suspension carriage 
is extended. Spring tension drawer liner takes rustle out of cards 
and keeps them in compact position by a block. Smooth rolling, 
ten bearing, progressive side-arm suspension guarantees trouble- 
free, frictionless movement of drawers. 
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LEFT: 


The guides, 


at all times 


RIGHT: 
MOVING TEN TONS with one finger The 


this 20,000 pound safe deposit vault door can be swung open or 


closed, is demonstrated to R. H. Brownell, left 
new branch of the Union Square Savings Bank 


John Mosler of the Mosler Safe Co., manufacturers and installers 
65 tons, and 


of the equipment 


locks. A specially designed lowering platform 
walk-way into the vault 


BELOW: 


TWINSET, a new style headset weighing only 1.6 ounces, and 
said to eliminate all ear pressure and listening fatigue for dictat 
ing machine workers, is announced by Telex, Inc., 1370 North- 
western Bank Bldg., Minneapolis. Headset is easily adjustable 
as each nickel sound arm is adjusted through a locking bal! and 
socket joint Equipped with a miniature receiver for each ear 
piece, Twinset delivers tone directly into each ear canal, but 
can be adjusted so listening may be confined to only one ear 
Ear tips are removable for sanitary purposes, and set is equipped 
with a single-cord connection, replacing the Y-cord construction 
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faces and sizes 


president of the 


The entire vault weighs almost 
the door is controlled by double combination locks and four time 


permits a_ level 
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AN IMPROVED LINE of guides for mimeograph work is being 
presented by the Wood-Regan Instrument Co., Inc., Nutley, N. J. 
pictured here, come in a varied choice of type- 
and are accurately cut for easy manipulation of 
the stylus. The transparent Pyralin from which the lettering guide 
is made, allows the finished letters to be visible to the operator 


with which 


York, by 


ABOVE: 

TYPING DESK SUPPORT, called Jac-A-Desk, is manufactured 
by the Gonco Mfg. Co., 1259 South La Brea, Los Angeles. Serv- 
ing as a third point of suspension on side pedestal desks to keep 
the platform from bouncing and vibrating, this tubular device 
helps eliminate piling or skipping of letters. I+ automatically locks 
to the proper height. Priced at $3.75 each. 
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ABOVE: 


HIGH BACK CHAIR, No. 4800!/2, from the Taylor Chair Co 
Bedford, Ohio, features luxurious comfort, distinguished styling, and 
walnut and top grain leather. Seat cushions are reversible, one side 
upholstered in leather for general use, the other in grospoint for 
coolness in summer. Height of back from seat, 26 inches; sitting 
depth, 20 inches; width between arms, 22 inches; width of seat at 
front, 25 inches. It is one of a trio of matching chairs. 


ABOVE: 
BEFORE THE CAMERAS at Byron's motion picture studio, Wash- 


ington, D. C., is one of the most elaborate 16-mm color productions 
to be attempted in the commercial and sales training film field 
Produced for the Wood Office Furniture Institute, the film will 
portray how office modernization increases business efficiency, cuts 
costs, and paves the way for greater volume and larger profits 


RIGHT: 


EXTRA-LARGE, non-spillable utility desk tray is made by the 
Addison Specialty Mfg. Co., 2812 Addison St., Chicago. Smartly 
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modeled in glossy black or burl walnut plastic, with non-tip legs, it 
can be used either on the desk-top or inside a desk drawer, and 
also has factory and shop use as a holder and sorter for small parts 
in light assembly work. Five deep, commodious compartments are 
provided for paper clips, rubber bands, petty cash, stamps, and 
eyelets. Dimensions are 15!/> inches long x 334 inches wide x 23/16 
inches over-all depth. Retails for about $2. 
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BELOW: 


AFTER YEARS OF RESEARCH and experience, this new Ball! 
Pen from Scripto, Inc., P. O. Box 4847, Atlanta, Ga., has been 
designed to write as long as other ball pens costing up to five 
times as much, since refill units are not required. Preliminary 
tests in selected areas to measure acceptance of the product 
were most successful, and James V. Carmichael, president of 
Scripto, stated that this was the first of several new products 
which will be introduced by the company in the near future. The 
new pen is retail priced at 25 cents. 


ABOVE 


STAMP VENDING MACHINE, completely automatic, is now 
available to commercial users, according to the manufacturer, Com- 
mercial Controls Corp., 640 Culver Rd., Rochester, New York. Made 
in one model only, the machine occupies 31 x 14 inches of floor 
space and stands 60% inches high. Machine dispenses commonly 
used postage denominations at post office prices, for any type of 
mail including airmail. Machine was originally developed for the 
United States Post Office Department. 
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RIGHT: 


NEW DEVELOPMENT in photocopy finishing equipment is the 


LEFT: 

FILMO MICROFILM RECORDER marks the initial entry into 
this field by Bell & Howell Co., 7100 McCormick Road, Chicago. 
The recorder has a mirror reflex system which makes it possible 
to photograph both front and back of a document simultaneously, 
and places the two images side by side on 16 mm film. For 
single document recordings, one half of the film width can be 
used. Will take any document up to I! inches in width, by any 
length, and when fully automatic, one operator can photograph 
one or both sides of 250 documents a minute, or 15,000 an hour. 
Other features include color rheostat for photographing colored 
documents, automatic alarm system, and a film processor which 
can develop, dry, and spool 100 feet of film every 20 minutes. 
Shown, is the instrument panel of the machine. After loading, 
the automatic feeder is slipped into position in the slanting cut- 
away in front of instrument Loard. 


developing-fixing-washing tank from American Photocopy Equipment 
Co., 2849 North Clark St., Chicago. Called Verti-Tanks,they are 
made of hard molded rubber and equipped with a protective lid so 
that chemical solutions are protected from light, dust, and evapora- 
tion, and may be left standing for months. Complete set of three 
tanks takes only 15 inches of table width. Specially designed with 
wire print-holders of rust-proof stainless steel. The two smaller 
tanks each have 1|'/2-gallon capacity, the larger tank over 3 gallons. 


Prints up to 9 x 15 inches are easily handled. 


BELOW: 


NEW POSTURE CHAIR for secretaries has been added to the 
Royalchrome line of the Royal Metal Mfg. Co., 175 North Michi- 
gan Blvd., Chicago. The chair is upholstered in a choice of Twill- 
Super-Tuftex, or cloth fabric coverings, while the tubular steel 
construction is finished in any of the company's 30 Plastelle color 
finishes. Other features include a 15 x 15 inch seat which can 
be raised from 17 to 23 inches. Seat has an exclusive ‘'snap-on" 
design top for easy replacement. Backrest tilts, raises, and goes 
forward by means of easily accessible handwheels. 
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ABOVE: 

THE THREESOME from the Fineline division of W. A. Sheaffer 
Pen Co., Fort Madison, lowa, consists of a fountain pen with stain- 
less steel point and trim, matching Fineline ball point, and a newly 
designed Fineline balanced pencil. The attractively packaged set is 
available in red, blue, green and black. A permanent part of the 
company’s line. the price is $5, tax free. 
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ABOVE: 

PORTA-PAC is the latest addition to the line of autographic regis- 
ters and continuous form devices produced by Philip Hano Co., Inc., 
Holyoke, Mass. The Porta-Pac is only 5 inches wide, 8'/, inches 
long and 134 inches deep, and is made entirely of aluminum. It will 
hold 50 triplicate sets of 4 5/16 x 6!/2-inch forms and has a spring 
hinged filing compartment in the bottom for instant filing of carbon 
copies. Register has a weight of 24 ounces when fully loaded and a 
finish of light metallic green that is impervious to wear, and is al- 
most scratch-proof. A hinged outer lid and a hinged inner writing 
plate allow for easy loading. The mechanism is simple, yet a pat- 
ented feed arresting pin holds the forms in exact alignment, with- 
out shifting, as the form is written. 


ABOVE: 


FOUR-DRAWER INSULATED RECORD CONTAINER, model LF4, 
manufactured by the Mosler Safe Co., 152 West 42nd St., New 
York, has a recessed sliding door that saves floor space and shuts 
over the entire file in less than three seconds. The modern filing 
system has a capacity of 106 inches, is 53 inches high, 21 inches 
wide, and 33 inches deep. Can be used singly or in battery with 
removable linoleum top. Receding door has combination lock and 
interlocks with body jambs on all sides, preventing jambs from 
pulling away from the door during a fire. Available in grey, green, 
or mahogany or walnut grain, the container carrys an Underwriters’ 


laboratory Class C label. 
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BELOW: 
ELECTRONIC INVENTORY RECORDING MACHINE that makes 


permanent recordings on endless plastic belts, introduced by Dicta- 
phone Corp., 420 Lexington Ave., New York. Each plastic belt 
helds 30 minutes of continuous recording. The machine and all its 
accessories are trimly carried in a single compact traveling case. 
Included are a chest-type microphone, a combination hand control 
and flashlight, two 35-foot lengths of microphone cable, one 50- 
foot power cable—all weighing slightly over 40 Ibs.. The case itself 
has been designed for easy carrying and convenient stowage. It 
will fit under a Pullman seat and in luggage compartments. Ma- 
chine has a frequency range of 100-4000 cycles and is equipped 
with an end-of-recording signal, a signal to indicate the strength 
of recording, a signal to tell the operator when someone is tamper- 
ing with the machine (which may be many feet away from the 
operator and actually out of sight). It is provided with a terminal 
block that supports the weight of the cables when attached to the 
operator's belt. Design makes it possible for the inventory taker to 
have both hands free while taking inventory and making continuous 
recording. The recording medium, called a Memobelt, is actually 
a flexible cylinder, approximately penny postcard size when not in 
use. It is small, readily mailable and fileable. Five can be mailed 
in a standard business envelope for 3c, 20 or more can be nested 
one within the other and carried easily in a coat pocket. These 
Memobelts will fit any standard filing system from a size 3 x 6 up. 


BELOW: 


DESKMASTER produced by the Sight Light sales division of 
Bainbridge, Kimpton & Haupt, 218 Greenwich St., New York, pro- 
vides a carefully engineered visual field which places a flexible 
controlled light source adjacent to a scientifically designed work- 
ing area. Pad which is part of the complete unit is grained beige 
linoleum, eliminating all reflected glare. Dimensions are 24 x 38 
inches. Deskmaster is priced at approximately $50. 
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LEFT: 

PUNCH-ALL is the name given to this adjustable hand punch 
manufactured by the Punch-All Co., Inc., 46 Hinckley Rd., Waban 
Mass. Base of the punch is made of Tenite plastic, and metal 
punching members and bar are set as a unit into this base so that 
no metal part can touch the desk. Machine will punch '/4-inch holes 
in up to 10 sheets of 16-pound bond paper, and can be adjusted 


RIGHT: 


BACK AGAIN IS Dixon's Pixit rubber wearing an attractive new 
color and a brand new wrapper. Highly improved in texture and 
extremely pliable, Pixit is fine for picking out highlights, removing 
pencil and charcoal marks, and safely cleaning drawings. It is now 
available in two sizes, 1145 (small) and 1146 (large), from the 
Joseph Dixon Crucible Co., Wayne & Monmouth Sts., Jersey City 
N. 


J. 


BELOW: 

PORTABLE PERSONAL FILE of heavy gauge metal has been an- 
nounced by Maso Steel Products Co., 500-32 South Throop St., 
Chicago. The new Safette is completely equipped with 20 file 
folders, 10 labelled A-Z, 10 unlabelled, and a supply of assorted 
tabs. A choice of two smooth baked enamel hammerloid finishes, 
office grey or green, are available. A full 5!/2 inches deep, [3 
inches wide, and 10 inches high, the file is fire resistant, water re- 
pellent and has a strong steel handle. The all metal top is cut at 
an easy access angle for faster, easier storage and removal. Has 
strong lock, continuous piano hinges, and felt pads on all four 
corners. Packed one to a carton, with a shipping weight of ap- 
proximately 6 Ibs., the retail price is about $5 each. 
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to and 2 or 3-hole spacing on any size sheet. Models available 
from 2 to 14 holes. Punch is 1034 inches long, 2!/g inches wide, 
and weighs 17!/2 ounces. Metal parts are nickel finished, Tenite } 
base furnished in red or black. Model shown is list priced at $7.95. 
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ABOVE: 


NEW VERSION of the model 1546 mail scale, manufactured by 
the Hanson Scale Co., 525 North Ada Street, Chicago, incorporates 
the new postal rates which became effective the first of the year. 
Well known as a handy desk scale for quick, accurate weighing of 
letters and small parcels, model 1546 has been completely re 
styled and re-engineered to provide greater attractiveness and 
accuracy. It utilizes the same dependable spring mechanism but 
eliminates the scale case as the suspension unit. Instead, the mech 
anism is suspended directly on a steel channel that is wholly inde- 
pendent of the case. The case itself is now made of a heavy 
thermoplastic that is smoothly contoured and has a mottled grey 
finish. Light in weight, the entire scale weighs only 14 ounces. The 
case is so strongly molded that it will easily support a 200-lb. man, 
it is claimed. Capacity of scale is two pounds, measured in one 
ounce graduations. The large, easy-to-read dial clearly shows post 
age rates for air and first-class mail, and for merchandise. Platform 
is 2 x 3 inches and is made of stainless steel. Height of the scale 
is 6!/, inches, while the base measures 5!/2 x 2!/, inches. List 
priced at $5.45 each. 
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For use in direct process 

and blueprint machines... 

Kodagraph Autopositive 

’ Paper. The first low-cost 

photographic intermediate 

paper... the first that 

produces positive copies 
directly — without the 

negative step... the first that can be exposed in your 

present machine and processed under normal lighting. 

With it you can preserve new drawings . . . restore old, 

soiled ones . . . obtain intermediates with dense photo- 

graphic black lines on a clear 

translucent base —fast and 

durable in subsequent print- 

making ...“photo-lasting” 

in your files. 


= Kodagraph Reproduction Papers 


For use in enlargers, projection 

printers, process cameras... 
2Kodagraph Projection Papers. 

You have this choice, now, whenever there's 

call for change-of-scale prints: Kodagraph 
Projection Paper .. . if you prefer plentiful safe- 
light illumination . .. and ample time to dodge 
prints. Kodagraph Fast Projection Paper .. . it 
maximum printing speed is preferred. Both papers 
are available in several thicknesses. Thus, you can 
produce reference copies, translucent inter- 


4 new photographie LqPeEr... provide vnigue 


advantages with standard reproduction equipment 


Still another ‘plus’... 
Kodagraph Developer and 
Kodagraph Fixer . . . for con- 
venient use with all Kodagraph 
papers ... packaged to yield 1 or 
5 gallons of solution. Learn in detail 
how the Kodagraph line provides 

: unique advantages with your present 
reproduction equipment. Write today 
for “The Big New Plus.” 


Mail coupon for FREE booklet 


Eastman Kodak Company 

Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a copy of “The Big New 
Plus”—your booklet about Kodagraph Reproduction 
Papers. I have 1) direct process (1) blueprint 

CJ contact printing () projection equipment. 


For use in 
contact photocopy 
machines . . . Kodagraph Contact 
Paper. Sparkling, more legible results—and 
lower costs—with this all-new, inexpensive paper. 
It reproduces your work in dense photographic 
blacks, brilliant whites. Processing is easier, 
surer... thanks to a non- 
curling base . . . extremely 
wide latitude . . . amazing 
uniformity from sheet to 
sheet, package to package. 


mediates, or durable ledger sheets. Whatever your ven 
choice, you always get sharp, flat-lying prints. Department 
Company 
EASTMAN KODAK COMPANY Street — 
Industrial Photographic Division ; 
Rochester 4, N. Y. a 
“Kodak” is a trade-mark State 
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Futura Filing Uprights 
2800 Line “‘A”’ series 
2600 Line “‘B” series 
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Putura Card Cabinet series 

- Singles ++ Doubles ~* * * Triples 

Systems on Bases 

Combinations — May Be BuILe 
Futura Higher Than Wide Card Cabinets 

+ Singles ++ Doubles * * * Triples 
ore Systems on Bases 
2s Combinations — May Be BulLee 
_ Futura Tabulating Card Cabinets 

* * Doubles + * * Triples 

Systems on Bases — May Be Bullies 
Futura Visible Card Cabinets 

* + Doubles * * + Triples 

Systems on Bases — May Be BuILES 
Futura Check and Note Units 

Systems on Bases — May Be Net] 
WUoldmaster Law Blank Cabinets 


Plastic Drawers 
* Singles ++ Doubles * = * Triples 


Woldmaster Plastic Drawer Trays 
Retartan Plastic Letter Trays 
Fatura Blue Print Cabinets 
Futura Typewriter Stands 
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Futura Steel Desks * 
Executive 
Secretarial 
Single Pedestal 
Typewriter 
Conference « on its way 
Futura Junior letter-legal Multi-Units 
“The steel file units with 1000 uses” 
May be Bula 
Futura Junior Storage Cabinets 
1600 series 
Open shelf 
10 drawer combination 


20 drawer combination 
Knee space unit 


Check and Note Storage Cabinet 
Document cases 


Futura Hinged-cover Plastic card cases 

* Singles + * Doubles 
Futura Tidy Desk-master 
Woldmaster Personal file 
VWoldmaster Tele-memo unit 
Glide Executive Plastic Roll-Top Card Cases 


Glida ¥:xecutive Plastic Roll-Top Stationery 
Cabinet 

Futura Cash, Bond and Office Boxes 
With Plastic Trays 

Futura Heavy Steel Boxes 


“Theres a Steelmaster Product tu Your Futura” 
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Office Equipment Manufacturers Seeking 
Exclusive 100% Volume User Audience 
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If you want a decision, 
speak to the top man! 


When it concerns the purchase of office 
equipment and supplies, the “seats of 
the mighty” in the offices of the nation’s 
largest industrial and commercial firms 
and public organizations are occupied 
by their treasurers, controllers, office 
managers and purchasing agents. 


They are the courts of appeal when 
decisions are needed that either put 
your office equipment products into 
these offices—or keep them out. 


Decisions favorable to your products 
are easier to obtain when these top 
office management executives know 
more about you and your equipment. 
Your advertising in OFFICE MAN- 
AGEMENT and EQUIPMENT talks 
to them in their own language—in 
their own magazine. The result is more 
favorable decisions for your products. 
Write for information on this vast 
business and industrial market for 
office equipment. 


OFFICE MANAGEMENT 


and EQUIPMENT 


Speaks to the Top Men Who Decide 


the Purchase of Office Equipment 
260 FIFTH AVE. + NEW YORK 1, N.Y) 


GEYER PUBLICATIONS—Est. 1877—Publishers of GEYER'S TOPICS, OFFICE MANAGE- 
MENT and EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories 
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WHAT'S 
AVAILABLE? 


@ Time recording devices, typewriters, wardrobes 
and lockers and stenographic copy holders are 
covered in this feature of the "What's Available?" 
series. The March issue of OFFICE MANAGE- 
MENT & EQUIPMENT will include a round-up of 
many types of mail room equipment and machines. 
The next issue will also carry a calendar of a full 
year's coverage of office machines and equipment 
in this serias. 


5000 Series Recorder of Simplex Time Recorder Co. 


TIME REC 


ORDERS 


Ajax Time Stamp Co., 368 Broadway, New York 13 
Time Stamp 


@ Dimensions: 10” high x 6” long x 5” wide. Weighs 8 lbs. 
made of sheet metal case with aluminum cover and arm. 
Special clock movement used on spring wind and Telechron 
motors on electric type. 

Direct plunger imprinting action guarantees perfect im- 
pressions at all times regardless of the thickness of material 
to be imprinted. All shock is eliminated by special universal 
joint. 

Felt pad on bottom of the machine prevents scarring desk. 

Either spring wind or electric model $62.50 list. 


Delivery: Approximately two to three weeks. 


Ajax Time Stamp 


Cincinnati Time Recorder Co., Cincinnati 14, Ohio 
Model 3000 Tymandater 


@ Dimensions: 612” wide, 812” deep, 712” high. Weight: 22 
bs. Shipping Weight: 24 lbs. Made of chrome steel castings, 
tat metal case, Telechrone synchronous motor and Allen 
Bradley Solenoids. Black wrinkle finish. 

Significant features of construction: All metal stampings 
ae chrome plated, shafts are of needle bar stock, parts de- 
signed for heavy duty and long wear, construction is such to 
withstand considerable abuse and at the same time to take 
minimum amount of space. Machine is designed as a com- 
tination payroll, job or cost time recorder as well as a dater 


February, 1949 


for stamping mail or other documents. Electrically operated 
direct from lighting current, equipped with a manual regis- 
tering lever and 2” dial. Will take practically any size time 
card or job ticket. Price: $140 or $150 depending on dating 
information called for, F. O. B. Cincinnati. 

Delivery Standard Machines: one week from receipt of 
the order. 


Cincinnati Time Recorder, Tymandater 


Model FP 800 

Fully automatic printing in a vertical column. Can be 
adapted to any work schedule. Will handle one, two or three 
shifts. Prints an up the card record, first registration in the 
morning at the bottom of the card, later registrations direct- 
ly above, making direct substraction possible. Electric print— 
by placing card in the tray registration made automatically. 
Price: $285 printing all registrations in one color. With an 
attachment to indicate late arrivals and early departures in 
red, $295, F. O. B. Cincinnati. 


International Business Machines Corp. 
590 Madison Ave., New York 22 
IBM Electric Time System-Electronic Self-Regulation 


@ Until recently many schools, public buildings, institutions 
or manufacturing plants could not afford to have self-regu- 
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TIME RECORDERS 


lated time and signalling systems because of the wiring costs 
involved. Unlike similar equipment today, the original self- 
regulating system required considerable wiring between each 
of the recording, indicating and signaling devices installed. 

Using electronics, engineers of the International Business 
Machines Corp., have perfected a selfregulating clock sys- 


IBM's Job Cost Recorder 


tem which is operated over the available commercial current 
wiring. A master control operating a transmitter accomp- 
lishes self-regulation by a series of corrective pulses which 
are transmitted regularly. Each of the indicating clocks op- 
erates as a straight synchronous motor unit from the com- 
mercial current as any standard synchronous motor clock 
functions and corrections are made hourly. 

All of the equipment is manufactured to specifications 
which determine model numbers and dimensions. Finishes 
are selective. Each of the units is of rugged construction and 
embodies power units, relays, transmitters and other elec- 
trical items of the highest grade of manufacture. 

Delivery: Depends on specifications and availability of ma- 
terials. 


Simplex Time Recorder Co., Gardner, Mass. 
Model No. 5000 Series Payroll Recorder 
@ Height, 16”; width, 16”; depth, 16”. This recorder is made 


of steel, bronze and brass construction, finished in a gray 
Baketex wrinkle. Heavy Unit steel construction with cut 
brass gears for finer adjustment and greater accuracy and 
long dependable service. Has several exclusive features; 
namely, the notched corner card, which should prevent in- 
correct printing, one-minute positioning of schedule, trigger- 
touch operation; can be arranged for either vertical or hori- 
zontal printing, and is also arranged for front printing on 
the card. There are less moving parts, and simplicity of 
design makes for better performance. Price, $275. 
Delivery: Immediate on all models. 


Stromberg Time Corp., 109 Lafayette St., New York 13 

Model No. 36 Job Time Recorder 

@ Dimensions: 1134” high, 11” wide and 5%” deep with a 

base of 65 square inches and weight of approximately 26 lbs. 
Materials used are steel, aluminum, brass, copper, zine al- 

loy, rubber and plastics. The finish—All interior parts are 
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a 


rust proofed, and the outside case is finished in a wear. re 
sistant, black morocco finish. 

The recorder is constructed of interchangeable major Unit 
which simplify the alteration of certain features and 4, 
maintenance of these units, since each unit can be remoyei| 
without disturbing the balance of the machine. It has ; 
large, easily-read pilot dial with an unbreakable crystal; th, 
printing unit is activated by a trigger which is touched whe, 
the card is inserted, and an auxiliary hand lever is provide 
to secure imprints if the electric power fails. Setting of th 
month and date are simplified by easily accessible key type 
openings in the front of the case. The recorder can be mount. 
ed on the wall with three screws or set on a table or bench 
the recessed printing guide simplifies locating the proper 
line on the card or making the impression. Typewheels o 
the printing unit are geneva geared, one to the other for the 
precise alignment of the characters, and all the moving paris 
and units are train geared, one to the other for positive syn. 
chronization of all features. The unit includes an automatic 
positive ribbon-reversing mechanism and derives power 
from electromagnets which drive the mechanism. 

Job Time Cards are inserted into the throat of the machine 
where the time is automatically registered on the card, With 
this machine, an imprint is made on the card at the time a 
job or operation is started and again when the job is finished 
The difference between these time imprints represents the 
amount of time chargeable to the particular operation. Time \ 
may be expressed by a printing of the conventional hours 
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Stromberg Time Corp.'s No. 36 Recorder 


and minutes in a two twelve hour cycle, or shown in decimal 
parts of an hour with hours numbered to 24 for simplifying 
computations. 

The machine has a great many applications and is used ex: 
tensively in large and small companies to provide close con- 
trol of production time and accurate records of job time as 
the basis for cost records. It eliminates guesswork, lost time 
between jobs and slowdowns on the job. Current price is 
$160 and includes a complete imprint of the year, month, 
day or date, hours, minutes or decimal fractions of hours. 


Delivery: Immediate at the present time. 


Mail room equipment and machines will be 
covered in March MANAGEMENT. 
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WHAT'S 
AVAILABLE? 


international Business Machines Corp., 

590 Madison Ave., New York 22 
The IBM Electric Typewriter 
@ Dimensions: 1642” x 14” (base) x 1914” high. Gray crackle 
finish with navy blue keys. Completely reengineered and re- 
designed; newly shaped keys, fitting into covered keyplate; 
covered ends on carriage. 

Completely electric in operation, requiring only a 5/32” de- 
pression to release any key. The carriage is released by 
touching a button, conveniently located on the keyboard, 
with the little finger. Margins are set on the keyboard, and 
controlled impression is built into the typewriter. In addi- 
tion, there is an automatic line rock, a line position reset, 
and an electric ribbon rewind that winds used ribbon quickly 
onto either spool. A multiple copy control, which can be set 
easily by the typist to the number and thickness of copies 
being made, assures uniformly legible carbons. Price: $335. 


IBM's Electric Typewriter 


IBM Electric Executive Typewriter 

@ Operation and features are the same as those of the IBM 
Electric Typewriter, except that the Executive Typewriter 
incorporates the IBM spacing principle, which allows the 
proper amount of space for each character according to its 
width rather than an equal amount of space regardless of 
width. Four styles of type have been designed especially 
for this typewriter—12 pt. Secretarial; 12 pt. Bold Face; 11 
pt. Documentary; and 10 pt. Modern. The Executive Type- 
writer produces letters that have grace and easy readability. 
Use of a carbon paper ribbon in this machine assures that 
each type impression is made with a fresh deposit of carbon. 
Price: $550.00 for 12” carriage, 84-character machine. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 

Electric De Luxe Typewriter 

@ Dimensions: Weight, 49 lbs. 14 0z.; height, 9.902”; width 
(over frame), 16.120”; depth, 15.675”; overall width of car- 
riage, 18.05”; overall length of carriage in full travel, 30%”; 
center distance (front feet), 11.380”; center distance (rear 
feet), 14.240”; distance (front to rear feet), 9.932”. 
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STANDARD 
TYPEWRITERS 


Materials: Aluminum (for castings, frame, etc.), carbon 
steel, sheet metal steel, iron castings, rubber (platen, power 
roll, feed rolls, feet), plastic (key tops, platen knobs), nylon 
(eccentric rolls, carriage return draw band). Two-tone gray 
finish. 

All-purpose typewriter; fits any standard typewriter desk; 
keytops are streamlined and curved for increased typing 
efficiency. 

Many type styles are available including a distinctive new 
face known as Remington Rand Type, developed especially 
for this new typewriter. An exclusive fingertip control zone 
makes every operating control convenient and accessible. A 
constant-speed electric motor and an exclusive manifold 
dial control assure uniform speed and type impressions re- 
gardless of any outside draining on electric current. 
Reduced zone of collision—the use of a special alloy steel, 
permits narrow typebar construction, thus minimizing the 
possibility of collision near the printing point. Patented 
power-driven action. Individual typebars operate from a 
common power roll by means of eccentric rolls. This power 
action combined with other improvements such as new fin- 
ger-fitted keys, front control panel, and manifold dial con- 
trol contribute to reduced eperator fatigue and increasing 
typing output. 

The Remington Electric DeLuxe with 13” and 15” carriages, 
42 key keyboards, are priced as follows: 13” width with 
Remington Rand Type (10 to the inch letter spacing), $310, 
excise tax, $18.60; 13” width with other type styles in 10 or 
12 to the inch letter spacing, $297.50, excise tax, $17.85; 15” 
width with Remington Rand Type, $337.50, excise tax, $20.25; 


Remington Rand's Electric DeLuxe Typewriter 


15” width with other type styles in 10 or 12 to the inch let- 
ter spacing, $325, excise tax, $19.50. 

Orders for special keyboards and slotted type styles in 
ten and twelve pitch, equipped with exclusive finger-fitted 
keys, are available at no extra charge. 

Other models available are the quiet Remington DeLuxe 
KMC Typewriter (available only in 11” carriage), the Rem- 
ington Noiseless Typewriter, and the Remington KMC Type- 
writer. 

(Turn to next page) 
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STANDARD TYPEWRITERS 


Royal Typewriter Co., Inc., 2 Park Ave., New York 16 
Standard: Model KMM. Portable: Quiet De Luxe, and Arrow 
@ Standard typewriter specifications: Height 914”, depth 
16°s”. Widths of model in various carriage lengths range 
from 1534” through 3734” based on length of carriage. Car- 
riage lengths are 11”, 12”, 14”, 18”, 20”, 26”, and 32”. 
Materials: Frame—cast aluminum—stamped metal parts, 
steel, hardened to specifications. Carriage rail inserts—case 
hardened drawn tool steel. Key tops made of Lucite. 


Royal Typewriter Co.'s KMM Standard. 


Finish for frame, top plates and back plates. . . Frieze 
finish japan; bright metal parts chromium plated . . . interior 
metal parts, light finish-plated with cadmium, zinc or tin .. . 
black finish-burnt oil or oxidized. 

Type and key bar action—acceleration ratio 11, 16, 23, and 
40 degrees. Fast whip away of type bars. Shift motion, ex- 
clusive four ball-bearing control. Inbuilt guarantee of align- 
ment. Carriage motion 100 percent ball-bearing. 

Margins: Magic Margin—exclusive spring impelled left and 
right margin stops. 

Frame: Heavy cast aluminum extending from top to bot- 
tom braced and ribbed to assure permanent adjustment of 
all moving parts. Manufacturer claims: “Fastest standard 
typewriter on the market.” 

Delivery: Immediately available. 


L. C. Smith & Corona Typewriters, Inc., Syracuse 1, N. Y. 
Models Standard Super Speed and Silent Secretarial. 
@ Made largely of steel, with aluminum base. Carriage 


widths: 11”, 12”, 14”, 18”, 20”, and 26”. Black wrinkle 
finish. Has automatic margin set; removable platen which 
permits interchanging hard, medium, soft, card, label, top 
index, bottom index, and address stencil platens; touch 
selector; half spacing; floating shift (the type segment 
moves, not the carriage). 

Also non-colliding type bars. Tabulators available are: 
1 key keyset, 1 key handset, 5 key keyset decimal, 10 key 
keyset decimal. Stops on all keyset tabulators are set 
and cleared individually from keyboard and may be cleared 
all at once by merely touching a lever on the carriage. At 
the preseni time only pica and elite type machines are 
made for stock, but a wide variety of type faces and key- 
boards are available. 

Silent Secretarial, in addition to its special silencing 
features, is equipped with paper fingers as well as a bail. 
and comes with two platens. 

Delivery: Prompt. 

Other L. C. Smith & Corona typewriters are available. 
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These are the Smith-Elliott Stencil typewriter, the L. ¢ 
Smith-Corona Carbon Ribbon machine, and a _ portable 
model. 


L. C. Smith & Corona Typewriter's Silent Secretarial. 


Justowriter Div., Commercial Controls Corp., 640 Culver 
Rd., Rochester 2, N. Y. 

The Flexowriter 

@ A combination automatic perforator and automatic type- 


writer. A secretary, using the automatic perforator first, 
types a letter in the usual manner and at the same time 
perforates a strip of paper tape automatically. Then she 
places the prepared tape in the automatic typewriter, in- 
serts a letter head and types the date, address, and saluta- 
tion. She turns on a switch and the typewriter types the 
letter from the tape automatically stopping wherever fill- 
ins are required. These two units may be operated to- 
gether to produce duplicate tapes. 

Using a battery of these machines, a secretary can pro- 
duce up to 600 individually typewritten letters in an eight- 
hour day. Letters and other material turned out in bulk 
cannot be told from hand-typed ietters, because all typing, 
including fill-in text, is done through the same ribbon. 
Electrically controlled strokes give sharp, distinct, and 
uniform impressions. The Flexowriter types by itself at 
better than 100 words a minute. It stops automatically to 
let the operator type in variable text. Then at the flick 
of a switch, it resumes typing by itself. 

The automatic typing is errorless; corrections can be made 
on the tape before the run. All electric operation. Perforat- 
ing and typing are done with a feather-light touch. 


Underwood Corp., 1 Park Ave., New York 16 
Standard Rhythm Touch De Luxe Typewriter, 11” Carriage 


@ Manually operated. Non-glare finish, and stainless steel 
rim. Snap-on Front, side and back cover plates completely 
enclose the machine, quickly and easily removed for com- 
plete acessibility type face and the inside of the machine 
whenever mechanical service is required. Additional one inch 
writing line capacity in 11” model a 10” writing line instead 
of a 9” writing line. Removable platen permits use of platens 
of various densities for special typing jobs. For instance, soft 
platen may be used when machine is used for correspond- 
ence, which contributes materially to noise reduction, and 
hard platen may be used for superior results on heavy duty 
manifolding jobs, and a card platen for card writing. Drop 
line space and carriage return lever, located above key- 
board, reduces hand travel in carriage return operation and 
left hand turns naturally and quickly to normal keyboard 


February, 1949 


a 1). Fete ee ie ae: ee | ae - aia —- rn 
7 ieee = a i [oe nee) ees, 
we) 
- 
is . 
Z ee : 
ote 
ie 
- 
ah i 
ee 
as uw { : 
ey _ — 
ois > == ~~. - @.- 
7 q s a= > ef 
Bee ay 
an ~~), 
_— Ct = & ies u om a 
cle ier. a _, : . ‘ 
B ou : —. 7 ye a OS Ped | 
; a Se: ee wy Fe) ia e.. it a cot : 2 ° “= ee “S a. " 
: ate. es a3 ae &. Se. eo = 
: — _— ~ So %e. 
t " a . . Br Ld ~ ©. — 
tema i ~~ ‘ r 
P eee Serene <a ee - 
; ig eh Meee See “7 hii ee @ (4 
vs ¥ el he ' 
coe shake to egmen a e 
poles: 7. - a oe q oy 
a “i ere : Ore eee j on . —_ 
ve ere ews i a 
se rer bathed Ce ee nf a 
‘ i ~ Frere. —— ie See, =3 
; i Pa _ 
ie ita al 
at 
i ; \ 
Tt f 
ee 
be 
oe 
As 
ae 
or 
il 
4 
' : 
vk 
4 pos 
, {rol 
: 
a ace 
cle 
| mit 
me 
; pos 
ma 
4 tab 
a 
a era 
: cor 
i; Tu 
ae 
a lev 
4 de 
ees thi 
pe 
fin 
. Fe 
Bis ee FS 
ee 
Hp i ee . ae oa a ‘ , oa oo! a es 
> pe’ ; ree = ae ay _* ea a (ese =, 29)" =e » Bikar ed Preis 
cc” oe ae ys oe . 3 i > 7 ae are! ™ tea ee Neen oy oe a 5 # 
5, a . - se _ ae od: ar oe ae 


position. Front margin stops, which are self-locking, and 
front visible writing scale enable operator to quickly and 
accurately center copy on paper. Tabulator stops set and 
cleared from normal keyboard position. Tabulator bar per- 
mits tabulating with either right or left hand. Tabulating 
mechanism also available with 10 keys for tabulating to any 
position desired within a column for statistical reports. Auto- 
matic friction brake, which engages only on long jumps in 
tabulation reduces jar and vibration and gives quieter op- 
eration and machine protection. Finger form keys—plastic, 
concave and rimless keytops give accuracy of keystroke. 
Tuning to the operator’s touch. By moving touch tuning 
lever located just above the keyboard, operator may select 
desired keyboard action. Individual key adjustment, made 
through series of springs and set screws, one for each key, 
permits quickly adjusting any key to suit any individual 
finger condition. Automatic line finder permits writing be- 
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ABOVE: A battery of Flexowriters, made by the Justowriter 
Division, Commercial Controls Corp. Inset: Flexowriter paper tape. 

BELOW, left: Underwood Corp.'s Standard Rhythm Touch 
De Luxe model. 


tween lines and restoring automatically and precisely to 
original line of writing. Left margin release latch, located at 
right end of carriage frame, permits writing beyond left mar- 
gin without changing position of margin stop. Short hand 
travel from keyboard. Reversible ribbon spools for ribbon 
economy. Wide variety of type styles available. All operat- 
ing features are either in front of or close to the platen knobs. 
Less hand travel and manual activity in using the operating 
features of the Standard Rhythm Touch DeLuxe Typewriter. 
List Price, 11” Model—$149.50. 
Delivery: 11” Model—Immediate. 

Other models available are the Underwood All Electric 
Typewriter and the Underwood Noiseless in various carriage 
widths. 


Robotyper Corp., Detroit 34, Mich. 
The Robotyper 
@ Automatic typewriter, electrically operated, allows quan- 


tity production of many types of form letters at high speed. 
Letters have “hand typed” appearance. Manufacturer claims 
user can get up to 600 letters per day with one typist. Typist 
inserts the sheet, types the salutation, and then pushes a 
button which causes body of letter to be typed off punched 
roll. Typist is able to do other work while the machine 
operates; or she can be working at as many as six of these 
machines in battery. 


Omitted from this review of typewriters are the models 
of the Woodstock Typewriter Co., Woodstock, Ill.; and the 
American Automatic Typewriter Co., Chicago, which we 
hope to show in an early issue. 

(Turn to next page) 
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WHAT'S WARDROBES 7 


There 


AND LOCKERS = 


AVAILABLE? ——* 


Cole Steel Equipment Co., 285 Madison Ave., New York 17 
760 Line Storage Cabinets 


All Stee! Equipment Co., Aurora, It! @ Model 760-R is a new wardrobe cabinet announced by 
9010—Unit-Robe ss nalts Cole. Dimensions, 76” high, 36” wide, 1842” deep. Consigs 
@ Dimensions: Single row, 69” wide, 18” deep, 78” high; of one shelf at the upper part of the inside of the cabine 
double row, 69” wide, 36” deep, 78” high. Made of steel. with a coat rod directly beneath it. Available in gray y 
Standard finish olive green or dawn gray. Movable, easily olive green finish. List price, $64. 

erected, easily cleaned, well ventilated and sturdy. Accomo- 760-C, Combination Storage and Wardrobe Cabinets 
dates 16 persons in approximately one-third the usual space; Dimensions ae. oe for 760-R. _Same finishes available 
especially adapted for industrial, education and recreational Has a shelf full width of the cabinet at the top for hats 


buildings because of their space economy. 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
Double-Door Wardrobes No. 8021 and No. 8031 


@ Dimensions: No. 8021, 36” wide x 78” high x 18” deep. 

No. 8031, 36” wide x 78” high x 2514” deep. Full cold rolled ABOVE, left: The Unit- 
pickled and annealed furniture steel. Baked-on platinum Robe of All Steel Equip- 
gray, olive green, mahogany and walnut. Heavy gauge steel] ment Co. 
scientifically reinforced, fully assembled or knocked-down ABOVE, right: A Double- 
with complete erection instructions. Three-point locking Door Wardrobe of Ber- 


device. Ideal for storage of clothing. ger Div., Republic Steel 
Delivery: Approximately 60 days. Corp. 
RIGHT: One of Cardi- 
Cardinal Sales, Inc., 5631 W. Madison St., Chicago 44 nal Sales’ models. 


Wardrobe Cabinets 
@ Come in two sizes, No. 5003A, dimensions: 34” wide, 18” 
deep, and 78” high; and No. 5004A, dimensions 34” wide, 24” 
a deep, and 78” high. All steel construction, with baked-on 
mF enamel finish in gray and olive green. Feature a three-point 
igs locking device independent of handles; adjustable bu‘lt-in 
shelves; formed gliders that facilitate moving chrome hard- 
ware, and coat rod. 

Delivery: 30 days. 
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WARDROBES AND LOCKERS 


—_ 


There is a divider partition rising vertically to the height of 
the shelf. To the left of this partition there is a rod for 
coats, while to the right there are three adjustable shelves for 
office supplies. List price is $73.50. 


Giordano Furniture Mfg. Co., 4111 Chartres St., 
New Orleans 17, La. 

Cedar Robes, Models No. 26 (Single Door), 
and 32 and 40 {Double Door) 


@ Dimensions No. 26, 65” high x 26” wide x 22” deep; No. 
32, 65” high x 32” wide x 22” deep; No. 40, 65” high x 40” 
wide x 22” deep. Made from red aromatic cedar lumber, 
pure white shellac, and durable varnish. Finish is natural 
cedar color. Sturdy construction. Available with or without 
shelf at top. All types are equipped with lock on door. Doors 
triple hinged. Prices: No. 26, $24.68; No. 32, $30.19; and No. 
40 $36.57—all F. O. B. factory. 
Delivery: Immediate. 


Mfg. Co. 
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LEFT: Cedar Robe, Model 


26 of Giordano Furniture 


RIGHT: A single tier locker 
of Lyon Metal Products Co. 


Keystone Steel Equipment Co., 
15 Lombard St., Philadelphia 47 
Combination Wardrobe-Storage Cabinet 


@ Dimensions: Height 72”, Depth 18”, width 25”, designated 
No. 7218-CW. Another model same dimensions except depth 
24” No. 7224-CW. Made of steel. Utility shelf at top, with 
coat road beneath it. Double door. 
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Lyon-Metal Products, Inc., Aurora, Ill. 
Steel-Wood Lockers, Single and Double Tier 


@ Furnished in all of Lyon’s standard sizes. Framework 
and doors of steel, all other parts hard, durable masonite. 
Steel parts finished in Lyon green baked on enamel. Mason- 
ite in natural brown color. Masonite parts are reinforced 
with steel. Vertical and horizontal members welded into 
one piece frame. Hinges projection welded to frame—cannot 
be forced out. Satin chrome recessed handle for modern ap- 
pearance. 
Delivery: Immediate. 
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WARDROBES AND LOCKERS 


Standard Steel ‘eae Co., 117 14th Road, 
College Point, L. |., N. Y 
Steel Locker 


@ Widths of 12”, 15” and 18”—18” deep and 78” high. F.nish 
is olive green baked-on enamel. Sturdy construction—3-way 
locking device. 

Delivery: Immediate. 


Model 1 WA, Wardrobe Cabinet 

Dimensions 34” wide, 18” deep, and 72” high. Made of 
furniture steel. Olive green, baked-on enamel finish. Yale 
lock in handle—3-way locking device. 

Delivery: Immediate. 


LEFT: Steel locker made 
by Standard Steel 


Vogel - Peterson 


Vogel-Peterson Co., 624 So. Michigan Ave., Chicago 5 
Office Valet Lockerette, Style 6-12 {12 person), and 
Style 9-18 (18 persons) 


@ Style 6-12 dimensions: 72” wide 15” deep, and 78” high. 
Style 9-18 dimensions: 9 ft. wide, 15” deep, and 78” high. 


WHAT'S 
AVAILABLE? 


Copy-Right Mfg. Co., 53 Park Place, New York 7 
Copy Right Copyholder, Model 12 


@ Accommodates books and sheets of any width up to 12” 
wide; five other models available; namely, 16”, RO, Sa", 20", 
and 36”. Dimensions: 18” high—12”, 16”, 20” wide, etc., ac- 
cording to model size. Made of steel except for rubber paper 
grips and feet on base. Black Velvetone wrinkle finish. 
Sturdily built, has patented paper grips at top with con- 
venient handle at right; can be tilted forward or backward 
to improve lighting or break up glare; has two operating 
levers, one to raise the copy. the other to lower it. Me- 
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Equipment Co. RIGHT: 

Co.'s 

Office Valet Lockerette, 
Model 9-18. 


i 


Steel throughout. Baked enamel finish in colors: gray, wal- 
nut brown, and green. Combines best features of both lock. 
ers and coat racks. Wraps exposed to air and light with 
lock boxes for personal effects. Same number hat and coat 
spaces and lock boxes. Hangers separated regularly spaced 
(4”) slots for hanger hooks. Doors equipped with stay-shy 
hasp or built-in flat-key lock. Off-the-floor rack for boots 
and shoes. Portable—can be placed in most advantageous 
spot in office, and changed to new location if necessary. 
Hardwood full-size suit hangers. ; 
Delivery: 45 days. 


Office Valet Style 3-U 

Dimensions: 51” wide, 16” deep, and 76” high. Steel cop- 
struction. Baked-on enamel finish in gray, green, or brown, 
Tubular steel uprights. Perforated and embossed shelving 
for hats. Shelf for boots and shoes, and side holders for 
umbrellas with removable drip pans. Individual hat spaces, 
Full-form hardwood suit hangers. 

Delivery: 45 days. 


COPY- 
HOLDERS 


chanical, the front plate which holds the copy moves up and 
down passed the fixed line-indicator. 

Self-supporting, stands behind any typewriter, suspends 
notes and copy-work in straight-ahead position, just above 
the typewriter carriage, easy to see, easy to read. A touch 
of the raising lever moves the copy up one line at a time. 
Line-indicator always points out exact reading place. Pro- 
motes correct posture, save eyes, effort, errors and time. 
Price, $27.50 for 12” model; $30 for 16”; $33 for 20”; $36 for 
25”; $39 for 30”; $42 for 36”; all plus 6% Excise Tax. 


Delivery: Immediate from stock on hand: in most cases. 
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delivery can be made by local distributors throughout the 
U. S. and in foreign countries. 


Copyright's copyholder, Model 12. 


Stand-By Copyholder 

Dimensions: 9” wide x 12” high overall. Made of all steel, 
except for rubber paper grips and rubber bumpers on base. 
Black wrinkle finish to match latest typewriters. 

Does almost any kind of a notebook and copy-holding job 
for typists and has line-indicating feature. Folds flat, can be 
stored in drawer when not in use. 

Stands on right side or left side of typewriter, holds notes 
and copy-work close to eyes, thus affording unobstructed 
visibility, with copy tilted at best angle for easy seeing and 
reading. Price, $6. 

Delivery: Immediate. 


Hall-Welter Co., Rochester, N. Y. 
Error-No Copyholders 


@ Newly available in wide models, especially designed for 
big tax forms and other wide copy work, up to 36” in width. 
Other widths: 32”, 28”, 24”, 20”, 16”, and 12”. Made of steel, 
in non-glare green finish. Counter-balanced to provide ef- 
fortless operation. Trigger action, with provision for 1, 2, 
3 or more lines of spacing. Prices, from $4250 for the 36” 
model, down to $27.50 for the 12” model. 
Delivery: Immediate. 


T. C. Stefaniak, 3863 Division St., Los Angeles 41, Calif. 
Angle-Rite Copyholder 


@ Dimensions, 912” x 14”. Materials, sheet metal or alumi 
num. Lightweight, and can be folded up for storage. Green 
wrinkle finish. Lever action line by line guide. Applicable 
in every office on letterheads, index cards, legal sheets, etc 
Price, $7.50, prepaid freight any place in U. S. A. 

Delivery: Immediate. 


Underwood Corp., 1 Park Ave., New York 16 
Underwood Copyholder—Models "R' (Rear Mounting) 
and "S' (Side Mounting) 


@ Model “R” Base, 1134” wide, 45s” deep. Sliding section, 
1534” high, 75s” wide, 2” deep. Model “S” Base, 778” wide, 
9” deep. Sliding section, 1534” high, 755s” wide, 2” deep. 

Model “R”, steel and rubber. Model “S”, steel, rubber and 
plastic. Gray non-glare finish. 

The Underwood Copyholders are so constructed that they 
can accommodate paper up to and including 35” wide by use 
of different width extensions. The standard width exten- 
sion supplied with the new unit is 812” wide, however. 
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where necessary, there is available extensions 18”, 24”, 30” 
and 36” wide. The Model “R” is collapsible—may be closed 
with the typewriter in either drop center or secretarial desks. 


ABOVE: Error-No copyholder by Hall-Welter Co. 


BELOW: Underwood Corp.'s copyholders. 


The unit is equipped with variable spacing gauge and has 
one control for both raising and lowering copy. Copy mate- 
rial is easily inserted and automatically al:gned. Model “S” 
is portable and self-supporting, having the same features as 
the “R” with exception of two control keys for raising and 
lowering. 

The adaptability of adjusting the basic unit with exten- 
sions for different widths of paper without the necessity of 
purchasing additional units for different widths of paper 
based on users’ normal requirements. 

List prices, $26 for either model equipped with 81%” ex- 
tension; $3 for 18”-width paper holder and metal guide com- 
plete; $3.75 for 24” width; $4.50 for 30” width; and $5.25 for 
36” width. 

Delivery: Immediate. 
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RIGHT: 


WINDOW.TYPE room air conditioner, produced by the Fed- 
ders-Quigan Corp., Buffalo, N. Y., in 2 and 34 H.P., is now avail- 
able in this new model with the inside cabinet finished in baked 
ivory enamel, especially to use in offices, apartments, hotels, and 
hospitals. The new unit is mechanically identical with the com- 
pany's standard model, which is finished in bronze and burl wal- 


cate cost and selling price. 
appear in appropriate windows. 


non-shrinking plastic material. 
and convenience. Retail priced at $1.25 each. 


ACCURATE ANSWERS to problems in profits, prices, costs, 
and discounts. are quickly qiven by the Calculaide profit rule 
introduced by American Hydromath Co., 145 W. 57th St., New 
York. Two simple scales around the edne of the instrument indi- 
Percentage, profit, discount, etc., 

The device can also be used for 
in the same way 
Only 4 inches in diameter, this rule 
has precision permanently assured by the use of non-warping, 
Contrasting colors add to speed 


ratio and proportion 
as a conventional slide rule. 


MH 


HUA 


More New Things in the News 


nut. The enamel finish of this ivory cabinet is resistant to alcohol 


and cigarette burns. 


ful 
Hl 


LEFT: 


IMPROVED FILM STENCIL featuring a “no-glare" film, from 
Milo Harding Co., 423 West Pico Blvd., Los Angeles. The new 
film is said to eliminate all flash, shine and glare from the stencil 
when in the typewriter. It has shown itself to be easy on the 
eyes, and makes it easy to cut perfect stencils for sharp, clean 
reproduction. Experimentation aimed at producing such a film 
has been under way since the Herding Co. first produced its 
film stencil principle in 1938. Upon perfection of the no-glare 


film sheet, the company quickly adapted it for the Tempo Film 
stencil. 


ABOVE: 


TIME-SAVING CALCULATOR that computes accrued, elapsed 
payroll time by a manual operation, is called the Time-Tab, pro- 
duced by Time-Tab, Inc., 2525 Fruitland Ave., Los Anaeles. It is 
a two-ruler calculator based on the slide rule principle which is 
housed in a triangular case 20 inches long and three. inches high. 
Rules are divided into hourly segments representing a 24-hour 
day. Hours are further divided into minutes. Each calibration 
has a corresponding ofening by which the operator, by means of 
a stylus, moves the rulers to the right. Top ruler is moved for 
all "in" times, the lower for "out" times. After the last “out” 
is set, the day's net working time appears in the answer window. 
Made of wood and aluminum, Time-Tab weighs 40 ounces. 


It has been thoroughly tested in actual operation. 


OFFICE MANAGEMENT AND EQUIPMENT February, 1949 


1 ee 


— 


or — a * ee |. boaeges ae ae : 4% a Tae _— | 
— 
igs 2 
“Hs at ep Me = 
¥ > Pat ts > me P95 4 * % 
| Le ge N be Dunec 
} a > ™~ ¢ ey n~p- DI 
; Be Ee ioe 
% . Se: & ¥ fF York, | 
| oc “ee, "a 
| - re — | 
i? 4 “ts i : ) 
ae es “eae, 
d - Pty, — 
G —_— 2 _— 
* ' ’ a ; j 
sa I 
z & * e pe ag oi £ i nba tee. é ws si 
: SS ns noune 
4 S ont lll Mi eee 
4 SS hs pe RRM ieee Asa ; servic 
Whe a S _ “Mr 
bene a ; ; aur. 
a SS 
i a S : Bt A | Rem: 
a i SS ' : | , 7 
- SS : \ [> oo he 
Gg a SS | cent 
4 es SX — _4 ae 
4 ; : < ee — 
ef IN (ao be in 
. 2 Rem- 
l color 
| tures 
i fold | 
Th 
Oper 
eS ae a 
; Pao! vn : ve > se —— ‘ demz 
i 0S. ae : F 
sf a é... certi 
oi 3 . ve oe 5 ; , ’ _ F #. ; 5 ords 
| py! a - 
7. E m Xai 
J y | unde 
ee acco 
ip a | 1524 
of : 
ae ) deal 
oy the 
2 Mex 
i. ; of t 
‘ wel. 
| mia in 1 
3 oe > 
« a » oa 4 j Ca 
; | . ‘ -® 
j N. 
» ya : 
a | QD 
: er ee a ab 
e ee Sl an 
i Bo ae <y nage >. ma’ 
. ed a . 
a ys sta wees! % ite | nor 
4 Sea a a cor 
‘i “ \ \ . eas a i i 5 > . ent 
B ge i 3 ge oon 
Be ae ne 
3 . 2s are ; Be 
a ee , TSS aerate “ | 
g 55 if ro ES, a & a] i 
a ae yo ey Se e ser 
p a \ ‘ ie ea i, ona Bo 
z —_ A pre 
ie 58 | Fe 
| = . i : a S oe. : me 3 ie Lod 4 é ee a ee. ae = Osi & a iz a : iS be; 
he 7 ee a og ‘i. = ae ; - ean. ass oS aaa pS H ial ‘ ae he 
| i eareene > (ae 4 ; ee a “ a Co _ . Se eee a = a daiaal 


WS 


OF INTEREST TO OFFICE PEOPLE 


Duncan Retires from Underwood 

Charles S. Duncan has been appointed an honorary 
vice-president of Underwood Corp., One Park Ave., New 
York, according to chairman Philip D. Wagoner, who an- 


Charles S. Duncan 


nounced Mr. Duncan’s retirement after twenty-eight years of 
service as an officer of the company. 

| Mr. Duncan served as secretary-treasurer from 1921 until 
1948, when he became a vice-president. 


_ Rem-Rand Issues New Folders 

Remington Rand Inc., 315 Fourth Ave., N. Y., has re- 
cently issued a new booklet entitled New Office Profits Thru 
Electricity. It offers further information on how profits can 
be increased through increased typing production with the 
Rem-Rand electric de luxe typewriter. Also described and 


) colorfully illustrated are its many values and exclusive fea- 


tures, including new type, Finger-Fitted keys, and its Mani- 
fold Dial Control. 

The second publication is an 88-page book, Protection—For 
Operating Files and Records. Reprinted because of increased 
demand, it tells how to protect valuable records and shows 
certified equipment that has proved successful in saving rec- 
ords of every description from the hazards of fire. Copies are 
available. 


Clary Aids ERP 

The first shipment of Clary adding machines to Europe 
under the European Recovery Plan is on its way to Holland, 
according to an announcement by Clary Multiplier Corp, 
1524 North Main St., Los Angeles. The shipment consists 
of several dozen all-electric machines. With 35 foreign 
dealers, the company expects its volume of business under 
the Marshall plan to be greatly expanded in 1949. Cuba, 
Mexico and South American countries accounted for most 
of the foreign trade last year, but European countries as 
well as Japan and India are expected to come to the front 
in 1949. 


Case Sealing Glue Announced 

Federal Adhesives Corp., 640-646 Dean St., Brooklyn, 
N. Y., announces the introduction of Federal Case Sealing 
QD Glue. This new development from the Federal research 
laboratories is a big step forward in bringing new speed 
and efficiency to case scaling. QD Glue seals cases in a 
matter of seconds; it dries rapidly, is odorless, stainless and 
non-toxic. It sticks firmly on all types of boxes such as 
corrugated, kraft, jute and other difficult fibres, and works 
equally well when applied by brush or machine. 


Boyajy Becomes Vice-President 

John Felix Associates, Inc., statistical and tabuiating 
service, 154 Nassau St., New York, announces that Joseph S. 
Boyajy has become affiliated with the company as vice- 
president 
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Todd Organizes New Sales Division 

Establishment of a new sales division of The Todd Co., 
Rochester, N. Y., manufacturers of fraud-preventing checks 
and Protectograph Check Writers and Check Signers, has 
been announced by Gilbert J. Owen, general sales manager. 
The new division of the sales department will be concerned 
exclusively with the new Todd Imprinter and will be man- 
aged by Richard C. Browne, a member of the Todd organiza- 
tion for more than 18 years. 

The Todd Imprinter, introduced at the American Bankers 
Association convention in Detroit, is a printing unit which 
for the first time enables banks to imprint personalized 
checks on their own premises in a matter of minutes. Two 
of the machines are currently on a demonstration tour which 
has reached 12 cities from New York to Milwaukee and will 
visit another dozen cities by early spring. 


Sylvania Lifts Guarantee Restrictions 

Two changes in its one-year fluorescent lighting fixture 
guarantee have been made by Sylvania Electric Products, 
Inc., 500 Fifth Ave., New York, Fred W. Fulle, merchandis- 
ing manager of the company’s lighting fixture division, 
announced. The guarantee, which was previously limited 
to orders of 100 or more lighting fixtures, now applies to 
purchases of 25 or more fixtures. The limitation requiring 
that fixtures be installed in one location has also been 
removed. 

The latter revision will permit customers who buy in large 
quantites, to install fluorescent fixtures in their various 
branches, but for the guarantee to be effective, individual 
guarantee application forms must be filled out and signed 
by the responsible party in the particular location where 
the fixtures are installed. It will also be necessary for such 
forms to be cleared through the central purchasing offices 
of the company placing the order, so that both the company 
and Sylvania can keep the necessary records. 

Introduced last March, the original guarantee was the first 
such offer in the history of the lighting industry, says the 
company. It applies to all parts of Sylvania fixtures, includ- 
ing fluorescent lamps, starters, ballasts, lampholders, re- 
flectors, glass shields and metal parts. By its terms, Sylvania 
agrees to replace any parts which become defective under 
normal conditions of use within one year of the date of 
installation. 


Lamp Annunciator Data 

The H. R. Kirkland Co., Morristown, N. J., manufacturers 
of standard and custom-designed lamp annunciators, have 
prepared a basic data sheet for the purpose of assisting 
purchasers in determining the type of annunciator best 
suited to meet the average condition. By the use of charts, 
drawings, and photographs, the company attempts to cover 
a great percentage of these service requirements. 


Sutherland New Purchasing Agent 

Alec Sutherland has been appointed purchasing agent 
and manager of the newly created purchasing department of 
the Keyes Company, Miami, Fla., realtors. A former merchan- 
dising executive with R. H. Macy & Co., New York, and 
L. Bamburger & Co, Newark, N. J., he will be in charge of 
the procurement of supplies and maintenance services for 
the numerous hotels and business properties managed by 
the Keyes Co. These include the Hotel Everglades, Seybold 
Bldg., Huntington B!dg., and Paramount Theater Bldg., all in 
Miami; the Arcade Hotel and Professional Bldg. in Braden- 
ton, Fla.; the Ocala Hotel in Ocala; the Harvey Bldg. in West 
Palm Beach; Lake-in-the-Sky Lodge in Robbinsville, N. C., 
and others throughout the southeast. 
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Of Interest to 


Office People 


New Post For Arris 

W. J. Arris has just been appointed to a newly created 
post of general manager of the European operations of the 
Burroughs Adding Machine Co., Detroit, John S. Coleman, 
president, announced recently 

“Burroughs is expanding its manufacturing, selling and 
servicing activities in the European area,” Mr. Coleman said, 
“and Mr. Arris’ job will be to coordinate and direct all of 
these operations. 

“Burroughs has been doing business in the European area 
since the turn of the century and has sales and service head- 
quarters in major cities of most European countries.” 

It was also announced that Harry A. Lombard, formerly 
general manager of the Currier Lumber Co., Detroit, has 
been named assistant treasurer of the company. Mr. Lom- 
bard first joined the Burroughs organization in 1927 after 
eight years experience with the Peninsular State Bank in 
Detroit. After serving on the sales staff of Burroughs’ De- 
troit branch, he was transferred to the home office bank 
division where he handled supervisory duties for eighteen 
years. In 1945, he resigned to accept the position of treasurer 
with Currier Lumber Co., and later became general manager 
of that company. 


Wilson Predicts Best Lighting Program Ever 

At a press review meeting held quite recently in the 
Stevens Hotel, Chicago, F. I. Wilson, of the F. W. Wakefield 
Brass Co., conference program chairman of the Third Inter- 
national Lighting Exposition & Conference, outlined the 


“Now HERE 1S SOMETHING WE HAVE THAT EVERY LARGE OFFICE 
CAN USE ~~~ ” 


60 


—, 


tentative program for this event which is to be he!d Marg 
29th through April Ist. 

As presented by Wilson, the conference program: for th; 
exposition, which is sponsored by the Industrial and Cop. 
mercial Lighting Equipment Section of National Electric, 
Mfrs. Assn., will be of extreme interest to all concerned wi: 
good lighting. Each conference meeting will consist of a dis. 
cussion led by an outstanding authority, followed by ;} 
demonstration on some important phase of lighting. 


Gallan Joins Merriam 

Gordon J. Gallan joined the staff of G. & C. Merriay 
Co., publishers of Merriam-Webster dictionaries, as_ tra¢ 
sales manager on January 3rd. 

For the past two years Mr. Gallan has been sales manage 
and assistant to the president of the McNicol Greeting () 
Boston. During the preceding fifteen years, he was ,; 
salesman and divisional sales manager for the Gibson Ar 
Co., Cincinnati, with headquarters in New York City. Dyr. 
ing this time he traveled in all sections of the United States 


New Receptacle with Greater Space 

The F. H. Lawson Co., Evans and Whateley Sts., Cin. 
cinnati, has created in its latest 2001 Torpedo waste recep. 
tacle, 75 per cent more capacity in only 20 per cent additional 
space. This model has a 28-gallon capacity compared with 
16 gallons, the conventional size. Production on the recep- 
tacle, which was shown at the National Sanitary Suppl 
Association’s exhibit in Chicago, is now under way, and 
deliveries are fairly prompt. 


~ TIME ~ 
IS MONEY 
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"FINDA-TIS*” 


GET YOUR FREE COPY TODAY! 


... FAMOUS GLOBE-WERNICKE “FIND-I-TIS*”” BOOKLET 


SHOWS HOW FILING IS MADE EASY...QUICK... ACCURATE! 


Globe-Wernicke ‘‘SAFEGUARD’’ 
FILING SYSTEM 


Supremely simple . . . cures ‘‘Find-i-tis” 
so easily! A complete packaged outfit of 
A to Z “‘Safeguard”’ guides, folders, in- 
structions, to install a trouble-free filing 
plan in any 1-, 2-, 3-, or 4-drawer file; 
also available for larger requirements. 
See it at G W dealer, or write Globe- 
Wernicke. 


For secretaries and file clerks in distress this 
Find-i-tis book is the most amazing help ever 
written to show the simple, quick, easy way to 
run a file. Takes out all uncertainties . . . ends 
the puzzling questions . . . explains in a few 
words the real CURE for ‘‘Find-i-tis,’”” which 
means “inability to find what you have filed.” 
Literally thousands of office workers—mana- 


gers and bosses, too—have already obtained a copy to straighten out their 


files. And it always works! 


Even if your files are not a victim of ‘‘Find-i- ‘tis,’ 


and be safe for the future. Ask for it FREE at 
any G/W dealer, or write today—on your 
Company letterhead, please—to The Globe- 
Wernicke Co., Norwood, Cincinnati 12, Ohio. 
“‘Headquarters for Modern Office Equipment.” 


*The inability to find what 
you have filed. 
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for binding 
@ CATALOGS 
@ MANUALS 
@ BULLETINS 
@ SALES 
DATA 


PROVIDES A FLAT READING SURFACE 
FOR FULL PAGE VISIBILITY ....... 


ah pLoc 


WITH THE 


“SELF-EXPANDING BACK" 


THAT CANNOT COME APART. 


An entirely new principle 
in expanding back binders. 
The patented slotted feature 
provides durability and 
automatic expansion. 


Sales and advertising 
literature can now have 
the benefit of full page 
visibility . . . PLUS the 
economy and good {looks 


of the BAR-LOC BINDER. 
Available in both stock 
and Special sizes. 


Patent Pending 


FOR LITERATURE AND PRICES, WRITE TO 


The €. E. SHEPPARD Co. 


44-11 Twenty-First Street @ Long Istand City 1, N. Y. 


Gripe Night 
(From page 30) 


pervisor receives a stub before providing an. 
other pencil or eraser. Another kept accurate 
records of carbon supply, not so much ag q 


check on employees but as a guide to pur. | 


chase of the best carbon. 

a 
Do you give time out to clean the typewriters’ 
How much? When? 
Consensus was that a quick brushing of keys 
every day before going home would do mor 
good than any other procedure. This cleans 
keys while ink is fresh, not dried. Heaviey 
cleaning should be done by repairman. 

* 
What kind of production record do you keep 
on each girl’s work? 
Cyclometer readings; actual output per day; 
a given amount must be completed each day; 
(enough in this question to require another 
meeting). 

* 
What can you do about typists who are in the 
below-average class and you cannot afford to 
dismiss them? 
Bring them up to average by expecting cer- 
tain requirements. Then, if typist continues 
to stay below average, it would be better to 
let her go for her own good. 

* 
How do you impress upon the employees the 
importance of reading instructions before 
typing, or before completing a clerical job? 
I’ve used all means but the shotgun, and that 
ain’t legal, they tell me! 
If one has such an employee, it would be 
worth while to highlight every instruction by 
reading it with her, making certain she un- 
derstands its meaning. If she continues to 
misinterpret, make her read each instruction 
to you before doing the job. 

* 
How do you handle personal hygiene, when 
complaints are received from fellow workers? 
The quickest method and the most effective 
in the long run is to tell the offender. She 
may not know when she is offending. Point 
out that she may lose out on promotion if 
the trouble isn’t arrested. It could be nerves. 
One supervisor made this subject one for dis- 
cussion before employment. She pointed out 
that neither she nor the prospective employee 
knew each other and, since both were om 
neutral ground, the subject could not possibly 
be personal but that company policy on hy- 
giene was definite and must be lived up to 
if one were to succeed with the company. 
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THE BIG NAME IN FILING EQUIPMENT 


@ EXCLUSIVE 


Concealed Sofe Unit is a patented fea- 
ture available only to Invincible users 
because only the INVINCIBLE line of 
metal filing cabinets hos it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are available in 
the 2, 3 and 4-drawer filing cabinets. 


Invincible Filing Cabinets 

You have a choice of four beautiful finishes: olive 
green, grained walnut, grained mahogany and the 
new Modernaire gray. 


All filing cabinets available in either letter or cap 


drawer size. All fittings are metal. Cradie-type 
drawer suspension gives you super-strength for max- 
imum drawer load. See your Invincible dealer or 
write Invincible Metal Furniture Co., Manitowoc, Wis. 
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Bassick “Diamond Arrow” Casters. 


and Floor Protection Equipment 
Ease of Movement 


¥ For > Quietness 
| 


Surface Protection 


Wood Steel Tubular Legs Special for GF Chairs 
aa There’s a Bassick Caster for every application in 
i offices, schools or institutions. They Il move equip- 
ment easily, surely, gviet/y. Bassick rubber cushion 
glides, cups, etc., W ill give maximum protection to 
floor surfaces. Ask your nearest Bassick dealer. Or 
write to THE BASSICK COMPANY, Bridgeport 2, 
Connecticut. Division of Stewart-Warner Corporation. Cana- 


dian Division: Stewart-Warner-Alemite Corp., Ltd., Belleville, 
Ontario. 


Bassick floor protection equipment for chairs, desks, tables, 
and all school, office and institution equipment. 


“‘Protect your floors 
With noiseless ease 
The Bassick way 

oe It’s sure to please!” 


a a 


Manpower Use 
(From page 34) 
We stop duplicating. We realize that once js 
enough—or too much. We start combining. 
We find out where a thing is done and decide 
where it should be done. We find out who does jt 


and determine who should do it. We stop writing, | 
“If the amount is over $50, the signature of ay | 


officer of the firm will be required,” and we get 
down to brass tacks the conditions under which 
our top executives should be bothered. 

Did you ever stop to think that the higher yoy 
go in your control level the more your processing 
step costs you and the less true control you get 
for your money? 

We start questioning everything—especially the 
‘sacred”” ones. Someone, some day, might even 
question our double-entry bookkeeping system, 
Or our financial statement. Is it truly a purely 
factual document or is everything on an estimate 
except the cash on hand? 

If our procedure calls for mailing all invoices 
the same day the goods are shipped and our work. 
load fluctuates between 100 and 300 per day, we 
ask ourselves why we want to be 100 per cent 
over-staffed to support this procedure. 

We question our reports and start wondering if 
it is wasteful to report the items that are in con 
trol—maybe we should only report those items 
that are out of control. 


‘ 


Red Tape 


We accept the fact that we have always been 
classified as vendors of red tape. We realize that 
restrictions and red tape hinder the operation of 
free enterprise and can bring it to a complete 
standstill. We decide that the best way to cor- 
rect that condition is to get a bright, shiny scis- 
sors and start cutting the red tape in our organ- 
ization. We stop trying to substitute procedures 
and systems for sound policy and trained people. 
In my judgment this is all-important. 

And we stop believing that management is 
measuring us on the volume of, and complexity of, 
our procedures manuals. At last we accept the 
bitter truth! No one reads them anyway. 

We start devising graphic methods of presenta- 
tion that get our system across in a simple and 
attractive way. (Some time ago I saw a Stand- 
ard Practice Bulletin on “Procedure for the Is- 
suance and Control of Procedures.” It was 37 
pages long, single spaced.) When will we begin 
to realize that every document we distribute is 
competing for attention with a stack of other 
papers that reaches the busy executive’s desk 
every day? Even if your paper is on the top of 
the stack, will anyone be able to understand it 
without a lot of painful study? 


(Turn to page 66) 
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MFG. CORP. CORRY <4’ 
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It Stands 


for Finer 


Construction, 


Greater Work 


Re doe % 


ie rr eae cae oa 
+ eee Te 


Ease, and 


Lifelong 
Durability 


You'll point with pride at the trade-mark on 
your STEEL-AGE files too! It’s a hallmark of 
quality from coast to coast... asymbol of greater 
filing efliciency in modern offices all over America. 

The STEEL-AGE trade-mark tells a story of 
effortless, ball bearing drawer action with full 


progressive suspension, of positive side-locking 
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compressors and handsome styling. It tells of 
welded, super rigid construction and a’ tough, 
baked-on finish that means extra years of perfect 
service. Yes, there’s a reason why people point to 
the familiar Flaming Torch trade-mark and say, 
“Buy STEEL-AGE and you buy the best in steel 


office furniture!’ 


_ CORRY—JAMESTOWN sy 
MANUFACTURING CORPORATION «x CORR 
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Me YOU INCREASED 
BBB SERVICE AND VALUE 


CARBON PAPERS 


| TYPEWRITER CARBON BILLING CARBONS — 
sg FAN-FOLD CARBON PENCIL CARBONS — 
| : i CARBON JACKETS REGISTER ROLLS 


TYPEWRITER RIBBONS TABULATING RIBBONS — 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribhons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS = 
HECTOGRAPH RIBBONS” DUPLICATING FLUID — 


- Cleansing CREAM CORRECTION aes 


Coclo-mec. CORP. 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. 


Chicago 7, Ill. 


66 


Factory: Coraopolis, Pa. 


Pittsburgh 22, Pa. New York 12, N.Y. 


(From page 64) 

We begin to realize that there is a huge gap 
between what the manual says and what actually 
happens. 

So we start to realize that when we develop a 
new system we have to tie it in with training, 
We have to get the people together and work it 
out. Above all, we have to sell it. 

Many a beautiful procedure never gets out of 
the blueprint stage and if you overlook this fact 
you may as well save yourself the trouble of 
dreaming it up. 

The management research director of one of 
our largest life insurance companies told me he 
estimated that between 40 and 50 per cent of their 
man-hours were spent in inspection. Part of our 
mental revolution will consist of looking into 
statistical quality control. We will realize that 
man-power utilization is intimately related to 
verification and checking and we will devise ways 
of getting results at lower costs. 


Standards and incentives 


I predict you will also get interested in stand- 
ards and ultimately in incentives. On this subject, 
I believe we shall have to determine what consti- 
tutes normal performance and start measuring 
our variances. LOMA’s research project on typi- 
cal times for clerical actions is a start and I con- 
gratulate them. You are going to find variations 
of as much as 500 and 600 per cent. You will try 
to reconcile this in terms of what you know about 
the normal range of human capacities—and you 
will end up by saying all it proves is that we 
should have started this work measurement busi- 
ness twenty years ago. 

Ultimately, I believe you will accurately price 
out your system before you install it and then you 
will begin to have good man-power control. 

Procedures are very much like assembly opera- 
tions; we are collecting data as we go along in- 
stead of bolts, nuts, and sub-assemblies. Take a 
typical procedural assembly. How much did it 
cost? No one knows. Hang a cost ticket on it, 
say “This authorization to purchase a $50 office 
chair cost $8.50 or 9 man-hours,” and it begins 
to mean something. 

Don’t laugh! I once studied a purchasing de- 
partment where the average cost for processing 
a requisition was almost $9, and 75 per cent of 
the purchases were under $10. They tailored their 
system to the “average” and ended up by using 
on paper clips, scratch pads, and light bulbs a 
control system devised for $10,000 orders. 

You will start considering such items as 
“batching.” 

The list is endless. I have tried to give you a 
look at a few of the changed concepts that will 
come about as part of this mental revolution I 


(Turn to page 68) 
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in Oxfowd PENDAFLEX* 
in 
the folder that hangs 

For faster, easier, more efficient filing at a lower cost —try Pendaflex. 
No new cabinets needed —simple frame fits in file drawers! Filing changes 
from laborious searching to instant reference! Drop us a card and we'll send 
catalog and name of nearest dealer. 

"Reg. U.S. Pat. Off. 


Oxford FILING SUPPLY CO., INC. 
Garden City, New York 
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WHY? Look at her posture! 


Seated all day on a STURGIS 
POSTURE CHAIR, she escapes “‘after- 
noon letdown”. A Sturgis encourages 
erect, healthful, fatigue - defeating 
posture. 


Our interesting new booklet, ‘‘The 
High Cost of Sitting”, tells you how 
to improve office efficiency. Write 
today for your free copy. : 


POSTURE CHAIR CO. 
Sturgis, Michigan 


(From page 66) 

have suggested as the third step in our program, 

Step 4. Obtain line participation in your pro. 
gram, 

Your systems and procedures will only be as 
valuable to management as the people who put 
them into effect and the people who are supposed 
to abide by them. The greatest problem in busi. 
ness is people. Dealing with people is your most 
urgent management problem. Subordinate every. 
thing to that. 

No system has been devised that will run with. 
out people. And, as Tom Reed of McCormick 
has often pointed out, everything in business— 
including your systems—can be changed except 
one thing—the people who run them. Therefore, 
let’s change our systems to fit the people and for- 
get about doing it the other way around. 

Let’s make sure an approach to systems develop- 
ment—as well as the system itself—fits the basic 
motivations, wants, needs, desires, drives—any- 
thing you want to call them—of human nature! 

Analyze these things in terms of your problem 
and two things will stand out: 


Participation 

1. People like to know in advance about 
changes that affect them. 

2. People like to participate—to be in the act— 
to feel that they belong. 

You give a man stature by saying, ““Tom, we 
need your help in solving this problem. Let’s talk 
it over.” Things clear up on this sort of ap- 
proach as they rarely do when you tell a man, 
“We've changed that system; from now on do it 
this way.” It is a natural reaction. 

What better way is there to accomplish this 
than through participation in a work simplifica- 
tion program? 

I believe there has been considerable misunder- 
standing of this approach in some circles. I use 
this term to mean the adoption of a philosophy of 
participation in the matters of methods and man- 
agement and the giving your supervisors, and per- 
haps some others, a few simple tools to permit 
them to develop an organized and systematic ap- 
plication of the common sense they already pos- 
sess. 

It is a broad approach—not a “desk audit”; 
not alone a study of a worker at a work place. 
Step 5. Sell the benefits. 

Selling is closely tied in with each step. You 
have to sell to get started at all. You have to sell 
to operate the program. And you have to con- 
tinue to sell the benefits or your program will go 
by default; it will not stand up in competition 
with the other staff activities. 

When you sell the benefits you will get the 
backing you need. You will find yourself properly 
oriented in the organization structure—and that 
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?) makes good 
STENCILS Getter’ 
with >ROTECT“O”FILM* 


Only with HEYER quality stencils can you get all the plus-advantages exclusive 


with PROTECT“O”’ FILM .. . a clear, protective film covering which is dis- 
carded after stencil is cut. PROTECT‘O” FILM makes stencil cutting easier — 
faster — better . . . PROTECT“O” FILM is a premium quality product, you 


pay a little more — get a lot more. 


Xo more losing the centers of “O"' and 
“E’ due to sharp characters or exces- 
sive pressure. Protect’“O'' Film provides 
stencils with an elastic film covering 
that prevents chopouts. Each letter is 
held in place so stencil produces uni- 
formly perfect copy. 


PROTECTS oem Type Cleaning 


Typewriter type stays clean no matter 
: 


C 

; how many stencils are cut. Pretect"*O”- 
Film prevents type from filling. And it’s 
not necessary to remove stencil from 


typewriter to make corrections. Protect- 
“O''Film is easily lifted away from 
stencil to make quick corrections. 


ROYAL BLUE guakity plus PROTECT’ O’' FILM 
PROTECTS cnianitin Rollers Royal Blue Stencils have been highly popular for years. Excellent for 


stylus or typing, top printed, Now available in improved form with 
Protect“O”Film at a slight increase in cost. 


The manufacture of good stencils re- 
quires certain oil, to provide pliability 


and clean cutting. Protect’*O''Film 
protects typewriter “feed rollers from 
such oi! present in stencils eliminates 


swelling of these rubber coated parts. 


PROTECTS Zuality Kesulte 


Operators preter Pretect*O’’ Film sten- 


ow eY cily because they speed the work, make 
(; 2 ¥, stencil cutting lool-proof, and most im- 
*. portant, produce cleaner more legible 
~, ro copies... give a new high in consistent 


quality reproductions. 


Again the HEYER Archer, medieval symbol of protection, 
becomes the mark of improved premium stencils. L ike all 
HEYER quality stencils, Protect O'Film stencils meet and ex- 


ceed the needs of all stencil users — regardless of duplicator a 
make or model. The finest: materials time tested formulae LETTERGRAPH } plus PROTECT @) FILM 
and almost a half-century of manufacturing experience as- —— 


sure top quality performance under all conditions. 


Widely popular Lettergraph Blue or White stencils are harder and 
tougher than Royal Blue. Good for stylus work and especially suited 
for long runs of typing — now better than ever with Protect“O”Film. 


*Trade Mark Specify Protect‘O"'Film on your next HEYER Stencil order , . . merely 
Higher Quality Since 1903 add suffix P after standard stencil catalog number, Order some today 
— or write for sample. 


THE HEYER CORPORATION ~- 1848 SOUTH KOSTNER AVE. - CHICAGO 23 
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Want Comfortable-Posture 
Seating Extraordinary? © 


THEN HERE’S THE CHAIR... 


The Utmost in Comfortable Posture Seating 


See the new Taylor Comfortable-Posture 
Chair No. 481414 with Flexible Form-Fitting 
Follow-Through Back. Gives continuous sup- 
port in fatigue area whether you sit erect. 
change position or relax. 


Enjoy amazingly soft and luxuriously com- 
fortable seat and back of Deep Molded Foam 
Rubber over buoyant springs. You will sit 
cooler in this chair because of its luxury Gros 
Point Fabric seat. 


Full line of other Comfortable-Posture Chairs 
for every office duty. Finishes to 
match all desks, wood or steel. 


If your dealer cannot supply you, 
write the factory. 


The‘Taylor Chair Company 


_— OHIO, U.S. A. CO — 


“THE TAYLOR CHAIR COMPANY @ Bedford, Ohio 


Please send to me illustrated folders of TAYLOR CHAIRS, prices 
and where | may obtain. 


Name .... 

Address 

ee State 

By. WON gic. aude 
‘70 


| ods job comparable with any good plant methods 


_ productivity. This is to say that it is not enough 


_ lar employee could probably be doubled if we did 
a good all-around methods job, starting with 


means right up next to the top. If you are a book fie 
keeper you don’t belong there. But if you ap§ E: 
a business man helping the chief executive map 
age better, that is where you belong. 
I will review these five suggested steps: 1. Ge 
an adequate staff. 2. Provide good cost reductio; 
training for your staff. 3. Adopt the new concep 
of better man-power utilization. 4. Get _~ 


te 


tion. 5. Sell the benefits. 

Getting back to the productivity of the averagg 
white collar worker, there is complete agreement 
among all of us who have looked into it seriously, 
to this extent: Jt is too low at present to “<7 


rately measure. 
Productivity | 
My own studies indicate the following: 
1. The average office worker spends an average 
of at least 500 man-hours per annum on com 
pletely non-essential work elements.  Let’s cal] 
that $500 per clerical worker thrown out the } 
window. 
2. The productivity of the average white col 


sound executive policy planning. This includes 
the elimination of the non-essential work men- 
tioned above, and the streamlining of the remain- 
ing essential work. It means doing an office meth- 


job. 


3. Standards, work measurement, and incen- 
tives could give us another 50 per cent increase in 


to engineer the job correctly from a methods | 
standpoint. If you want maximum productivity | 
from the operators following that method, you | 
will have to adopt incentives that will enable them | 
to share the rewards of any extra effort they care 
to put in it. 

In other words, if the average employee in an 
average department in an average office, follow- 
ing clumsy procedures cluttered with non-essen- 
tial steps, is now turning out 12 units per hour, 
you can get 24 units per hour through improve | 
ment methods alone. Then, if you adopt a uni- 
form concept of standard performance which is 
consistent with our idea of normal in the shop, 
and use sound incentives, you will get another 50 
per cent increase, bringing the total up to 36 units 
per hour. That gives you a potential increase in 
productivity of 200 per cent. 

What I am telling you now is that in my judg- 
ment you can increase total productivity of office 
operations by 200 per cent without any loss of 


quality. Put it another way. You can get all of | 


the results you are getting now in the office with 
one-third of the people—thus making available 
for work that counts two-thirds of the present 


{ 
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a te climinate your record - heeping problems 


1C1pa. 


a i Na so Sb aR 


BOOK VISIBLE 
to take care of small records 


The book of 1000 uses. Victor Book Vis- 
ible is the ideal answer to the “housing 
problem" for the countless small records 
found in every office. At small cost you 


erage} 
ment, 
usly, § 
acey | 


Tage can conveniently equip every department 
com- with a Visible Book which gives facts at 
- call a glance. Signals in the %” transoloid 
th protected visible margins call attention to 
e| out-of-order conditions and other perti- he 
nent information without the necessity of H 
» Col- referring to individual records. Available é 
e did in units to handle up to 130 cards in the : é 
with famous Victor Visible easy-shift butt type be , 
udes pockets for perfect alignment. See your i g 
local stationer for further details. : 
men- : 
lain- ; 
1eth- - 
hods Ms e 
a SECTIONAL VISIBLE ‘me 
e in the expanding visible necord 
ugh eae 
we Victor Sectional Visible eliminates one of Fat aos 
vity the most important problems in adopting tight 
a visible system; that of attempting to ~ee * 
ye anticipate record capacities in advance. es a 
hem Sectional record equipment expands with on 
care the growth of your business. You may * i 
start with a few sections and add more as a 
an additional capacity is needed. Victor Sec- bs: yy 
| tional is available in single-slide steel a 
—_ sections and is also in handy lightweight t 
3en- three-slide wood units. Both styles will fy 
our, stack rigidly to any reasonable height. pees 
ove- ' 1s Victor Sectional Visible, both wood and i oo 
ini- oe : 7 steel, contain the usual Victor easy-shift 
1 is 9 ¥ pockets and the usual %” protected visible 
margin for speed of reference. Ask your 
oP dealer today about this ideal way to start 
50 a visible system. 
nits 
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there is no limit to its all- 
around versatility and 
usefulness. Clerks, doc- 
tors, salesmen, account- 
ants, students—will find 
jobs unlimited for the 
wonder-working Swift 
Adding Machine. 

A limited number of 
distributorships are still 
available. For further 
facts write... 


: 
; 

‘ 
¥ 
i 


, BUTCHER, the baker, the candle-stick maker... 
the entire business world from the smallest business 
a organization to the largest...are waiting word of 
ae the arrival of this smart, sturdy, compact Swift Adding 
am Machine. It’s here, today! 

With its big-machine capacity, and such practical 
advantages as 61/2 pound weight, economy, and hand- 
some zipper carrying case for ease in transporting, 


FEATURES 


9,999,999.99 capac- 
ity, Short-stroke han- 
dle, 62 pounds, visible 
totals, two-color rib- 
bon, standard key- 
board, zipper carry- 
ing case, and many 
other features. 


SWIFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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total, or about 715 or 8 million workers. Wouk 
they lose employment? Of course not! The 
would have richer, more meaningful work to per 
form. And they would be bolstering up, rather 
than pulling down, the general standard of living 

Total production in 1949 is slated to run about 
100 per cent above the 1935-1939 average. Ea 
ployment in 1948 was about 1!. million above 
1947. Unemployment went down to around 1\ 
million—the “problem” group in other words, if 

Who said 60 million workers? The labor forg 
climbed to 64 million by midsummer of last yegy | 
Now, start adding in our other possible 1949 
needs: possible accelerated draft, possible UM. 
defense production, E.R.P., and other foreign aid 
possible military lendlease, and swollen total de 
mands accompanying all-time peak employment, 


Seventy million 

When you work in telephone numbers you do 
a lot of guessing. In my judgment, the items ] 
have just listed could—if they all went through— 
add up to a man-power demand of something in 
the neighborhood of 70 million workers. Obvious. 
ly we don’t have them. The point is this: We 
have lots of work to do in America—more than 
we can handle. Some of the 1949 possibilities 
could throw the supply-demand man-power pic- 
ture further out of balance. And don’t forget 
that much of the work to be performed this year 
will be for military preparedness and various 
kinds of material assistance to European nations. 
None of these things contribute to our real stand- 
ard of living. If a substantial part of our labor | 
force is occupied in government, military prepa- | 
ration, and foreign relief, we are naturally pro- | 
ducing less real goods per person for our own 
consumption. Certainly our best answer to the 
problem lies in finding ways of achieving maxi- | 
mum results from the expenditure of each pre 
cious man-hour. 

High productivity is imperative if we are to 
avert ruinous governmental controls, an atomic 
variety of inflation, and horrendous failure in our 
efforts to remain strong at home while preparing 
at the same time to meet the threats of aggressor 
nations. Those of you who control our office work | 
probably are in a position to make the greatest | 
contribution to better man-power utilization. 

I hope I have demonstrated that high produc- 
tivity in a free economy is not only desirable but 
highly urgent and imperative. Let’s stop kidding 
ourselves—Our high standard of living—which 
is dependent upon high productivity—is the key 
to our freedom. 

There are at home and abroad those who would 
give us a “controlled economy” to solve our prob- 
lems. In all history this has added up to only 
one thing: the police state. 

(Turn to page 74) 
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A-Z Alphabetical Manila Folders, Letter and Legal 
Em. Size. Double Top Only, One-Fifth Cut. 
above Two-Fifths Cut Manila Folder, Guide High. Letter or 
i Legal Size. Heavy Weight, Double Top Only. Extrg 
1, Heavy Weight and Super Weight, Single Top Only. 
3. Miscellaneous Folder for “Simplex Index’ System. 
for Blue, Heavy Weight, Double Top Only. Letter of 
te Legal Size, Guide High, One-Fifth Cut. 
year. Kraft Folder Medium Heavy, Extra Heavy, Single 
1949 or Double Top. All Tab Cuts, Letter or Legal Size. 
M System Folder Heavy and Extra Heavy Weight, 
| 1, Single and Double Top. Super Weight, Single Top 
1 aid, Only Right Center Cut, Guide High, Letter or 
] de. Legal Size. 
nell Miscellaneous Folder for “Service Index.’’ Double 
Top, Guide High. Salmon Color, Letter or Legal Size. 
Heavy Weight Only. 
One-Half Cut, Heavy Weight, Double Top. Extra 
u do Heavy Weight and Super Weight, Single Top Only 
nl smear Tab. Letter or Legal Size. Tabs Printed if 
esired. 
gh— Salmon Manila Folder. All Tab Cuts. Heavy Weight 
" ‘ Only Letter or Legal Size. 
Me One-Third Cut Monthly Folders. Heavy Weight Only. 
Us- | Letter or Legal Size 
7 We Guide High Kraft Folder Double and Single Top. 
than Heavy and Extra Heavy Weight. Two-Fifths Cut 
ities Only, Letter or Legal Size. Only Single Top Fur- 
nished Printed. 
Die- One-Third Cut Manila Folder Double and Single 
get Top. Body or Guide High. Heavy, Extra Heavy and 
Super Weight. Letter or Legal Size. 
year Blue Manila Folder. All Tab Cuts. Heavy Weight 
‘ious Only Letter or Legal Size. 
ome One-Fifth Cut. Single or Double Top. Heavy, Extra 
Heavy and Super Weight. Body or Guide High. 
and- Letter or Legal Size. 
abor | Extra Heavy Weight Manila Folder. All Tab Cuts, 
ene. Body or Guide High. Letter or Legal Size. 
pro- - 
own 
the ... FIND THE ANSWER FOR EVERY FILING NEED! 
axi- 
re As today’s business becomes increasingly complex, vital company SROWNE-MORSE COMPANY — 
P i records must be properly organized so that important facts are kept at COMPLETE Fue WDE tO ONE OR Awe 
f management's fingertips. ta 
e to 
mic In this respect, you will find the Browne-Morse complete line of filing 
our supplies will furnish an answer to your filing problems. Every re- 
“ing quirement is covered so that you can establish efficient filing sys- 
a tems to keep facts at your fingertips and save filing time. 
38 
, ; 
ork The Browne-Morse complete line of file supplies include folders BROWNE. Mop 
test | and guides of every type, size, weight and color to satisfy your ONCE Fouipmeat = Conarnes 
ae ' NO OFticy - 9 
every filing need. << Ad 
| 
luc- | ra) as! Look for the BROWNE-MORSE ‘‘Pack- 
but | Contact your local Brown-Morse dealer who will give you aged” filing systems at your dealers. Dis- 
: . . ° : * play carton contains complete set of divid- 
ing immediate delivery, as well as valuable suggestions in helping ors and folders for one file drawer. Order 
sch you solve your filing problems. your supply today. 
1c 
key ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 
uld 
vs wusecoon Browne-Mlorse enon 
nly . 
MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
949 February, 1949 OFFICE MANAGEMENT AND EQUIPMENT 
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—_Sure to be r ead 
— Produce Results 


Get up to 600 letters per day 
with one typist! 


Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
well as many others can be produced in quantity 
and made really effective with Robotyper. 


Investigate 
this modern 
equipment Y 
vi 
today. im 4 
be: —. 4 


: The typist inserts the sheet, types the salutation 
et: and pushes a button. The result is perfect letters 
ne all typed on the same machine with the same 
‘ih touch with salutations and body copy matched. 


Typist can do other work while the machine oper- 


i ates at triple speed or one girl can handle as many 
i as six machines. 
. 
: Representatives 
in all important 
ee cities. 


Robotyer 
Corporation 


f Detroit 34 
si Michigan 
on 
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Systems and procedures are becoming incre, 
ingly important as we approach the era of 4 
so-called “push-button factory” of the futur 
Our white collar workers, who operate these gy, 
tems, have grown from a small group in 1 
to the largest elements in the labor force toda 


And this important group is the one we haye,! ™ 


most completely overlooked in our search { 
higher productivity. 

In my book, this makes your job among th 
most important in America today. 


Dr. Abt Appointed 


Dr. Lawrence Edwin Abt has been appointed direct.) ? | 


of research by the Personnel Institute, Inc., 201 East 57th g | 
N. Y., it was announced recently by Morris I. Pickus, presi. 
dent of the Institute. 

Dr. Abt will conduct an intensive research program ; 
psychological aptitude and ability testing as well as in th 
formulation of effective employee rating forms, applicatio; 
blanks and interview questionnaires, Mr. Pickus reveale; 
that Dr. Abt’s research efforts will play an important par 
in the Institute’s continuing program of developing more ¢. 
fective modern techniques of manpower selection and im. 
provement. 


IBM Appoints Three 

International Business Machines Corp., 590 Madisor 
Ave., New York, announces the appointments of J. Leste 
Turney as assistant to the general sales manager, Benjanis| 
H. Askew as assistant to the controller, and Edmund cf 
Thompson as assistant to the IBM manager of custome 
engineering. 

Mr. Turney, who joined the company in 1923, held variou 
supervisory and executive posts before becoming manage: 
of customer engineering in 1940. He is succeeded as manage 
of customer engineering by M. R. Dilling. 

Mr. Askew joined IBM at Atlanta, Ga., in a sales capacity 
later becoming manager in Raleigh, N. C. Mr. Thompson 
previously manager of customer engineering in Kansas City 
joined the company in 1932. In 1942, he served in a similar 
capacity at Richmond, Va., and was assigned to Kansas City 
in 1946. 


New Postal Chart Ready 
A comprehensive new chart of postal rates and infor- | 
mation, complete with all changes effective January 1st, has [ 
been mailed by Pitney-Bowes, Inc., as a customer service to 
all users of its postage meters. Single copies are now offered 
gratis to business people who are non-users and who write | 
the company on their business stationery. Covering all 
classes of mail, and typographically designed for reading ease 
and accuracy, it is printed in three colors on card stock. It 
folds for filing convenience and opens up into a 12” x 18” 


wall chart to hang over the postage meter at the mail desk | 


or in the shipping room. 


NACA Chapter Issues Prospectus 

The New Haven, Conn. chapter of the National Asso- 
ciation of Cost Accountants has recently issued a prospectus 
of the Fourth Annual Business Show, to be sponsored by that 
chapter, and held in the State Armory, New Haven, on April 
20th to 22nd. 


= — 


' 


é 


' 


Raymond J. Conniff, of the Seamless Rubber Co., and vice- | 


president of the chapter, said that the entire State of Connec- 
ticut will be covered through the medium of paid advertise- 
ments, and he estimates that more than 10,000 business men, 
junior and senior executives, and students, will attend. 
Rental is $150 for each booth, which contains one hundred 
square feet. 
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Various 
anager 
anager 


pacity 
mpson 
s City 
similar 
s City 


% Built of Heavy-Gauge Metal 
* All-Welded Construction 


% Three point locking device 


e COMBINATION « 


Cat. £7218-CW 

Height 72" x 18" Depth x 35" Width 
Cat. £7224-CW 

Height 72" x 24" -oth x 35" Width 


“a 
—" 


e STORAGE - 


CAT. £7218-S 
Height 72" x 18" Depth x 35" 
Width 


CAT. £7224-S 
Height 72" x 24" Depth x 35" 
Width 


—™ 
a 


e WARDROBE - 


CAT. £7218-W 
Height 72" x 18" Depth x 35" 
Width 


CAT. $7224-W 
Height 72" x 24" Depth x 35" 
Width 


Special Features 


am Cabinet 


STORAGE »« WARDROBE + COMBINATION STORAGE & WARDROBE 


4 EL | same " aa 
i rie 


% Chrome plated handles 
Available in 18" and 24" depths 


* 
% Shelves adjustable on 2" centers % Cabinets—72" high, 35" wide 
* 


Durable baked enamel finish 


Shipped set- 
up. Modern 
gray or Olive 
green baked 
enamel finish. 


(Specify) 


Literature 
and Price 
List 
Available 


e COUNTER HIGH -« 
Cat. #4218-CH 


Height 42" x 18" Depth x 35" Width 


Cat. 24224-CH 


Height 42" x 24" Depth x 35" Width 


ae din 


STO N E STEEL EQUIPMENT 


STEEL EQUIPMENT | J E ¥ 
| pred naig STEEL EQUIPMENT COMPANY rh mi 
oo 2608-28 SOUTH FRONT ST. PHILADELPHIA 48, PA. vo nd 
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How is YOUR company doing 
in this “EVERYBODY-BENEFITS” plan’ 


AVERAGE INVESTMENT IN 
U. S. SAVINGS BONDS 
PER WORKER PER MONTH 


EMPLOYEES BUYING 
U. S. SAVINGS BONDS 
VIA PAYROLL PLAN 


100% 
$30 — 
(‘way up here in 
75% many companies!) 
$235 — 
50% ‘ —your goal $20 — a average 
$15 — 
25% 
$10 — 


Compare your employee participation 
with others who have Payroll Savings 


roll Savings Plan! These benefits are described below. 


BENEFITS TO EMPLOYERS: The feeling of security that goes 


If the figures for your company fall below those shown — from the swollen spending stream. The Plan thus con- 
above, you're missing your share of benefits of the Pay- _ tributes to national security—which affects your security! 


Nation-wide experience proves that when top manage- | WHAT CAN YOU DO? If your company has the Payroll 
ment puts the “OK” on the Plan, its benefits rise sharply. Savings Plan, make sure it’s being adequately promoted 

—backed by your top executives—to bring your company 
BENEFITS TO EMPLOYEES: Every $3 invested in Savings _ its full measure of benefits. If you haven't yet installed 
Bonds pay $4 at maturity. Workers gain a 33's% return the Plan, why pass up its benefits any longer? All the 
on their money—enabling them in the future to buy help you need is available from your State Director, 
more of the things they will want—plus the peace of Savings Bonds Division, U. S. Treasury Department. 
mind that goes with regular saving. He is listed in your telephone book. Call him now! 


with participation in Payroll Savings makes workers 


decreased! stalled the Payroll Savings Plan. 


¥ ° 


BENEFITS TO THE NATION: The Payroll Savings Plan is a 
powerful deterrent to inflationary forces. Every Savings 


more contented. Worrying less, they work better. Among . 
9 _ oa i “i, Over $75,000,000,000 worth of Savings Bonds have been 
the more than 20,000 large companies with Payroll Sav- bought since 1941. ° 
ings, records show that—following installation of the IZA More than 24 of this volume — over $50,000,000,000 — is still 
: . ° aie P . held by th h q 
Plan—production increased, absenteeism and accidents  \\ ee et ee " 


During 3 months of 1948, 1,500 additional large firms in- 


Via this plan, 7,500,000 workers are each investing 
on the average of $20 per month of their pay— 
more than $150,000,000 per month—in Bonds. 


oe 


Bond dollar built up in the Treasury withdraws a dollar 


5 
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The Treasury Department acknowledges with appreciation the publication of this message by 
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This is an official U. S. Treasury advertisement prepared under the auspices of the Treasury Department and the Advertising Council. 
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now! 
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ANNOUNCING...a new desk pen set by America’s first penmaker 


ALL NEW Yj, 


Fill like an st ) 


well... Just re- 
move the top. No 
more ink-stained 
a 1s easy to 

cleanasitistofill. } 


Smart, modern _») 


non-tip base. 
Practically spill- 
proof if tilted or 
upset. Holdsa full 
ounce of ink. Fill 


bs once. and it 
writes for mente. 


New capilla “a 
feed scientifically 
supplies just the 
right amount of 


ink to the put. J 


Practically spill-proof if tilted or upset 
AS EASY TO CLEAN AS A CUP 


Estbsock 


AMERICA’S FIRST PEN MAKER 
ESTERBROOK PEN COMPANY, CAMDEN. N. J. 


In Canada: The Brown Bros., Ltd... Toronto 


r : 


Your choice of 
famous precision- 
made_ Esterbrook 
points. Choose the 7" 
right point for the 
way you write... 4 
the right point for 
the job you do. 


al 


5 base colors: red, 4 
green, grey.black. ll 
clear. a 


One dip writes a 
full page... 300 
words and more. 
Point never floods. 


aa 


oe 


TURN TO ESTERBROOK WHEN IT’S A MATTER OF POINT OR P 


In case of point dam- 
age there is no repair 
delay with these easy- 
to-replace inexpen- 
sive Re-New- Points. 


ICE 


February, 1949 
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epringhaand 
typing 
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INSTANTLY CORRECTED 
WITH JAC-A-DESK 


@ Improves touch and action 

@ Stops piling or skipping, due to backlash 

@ Saves wear on desk and typewriter 

@ Lessens eye strain 

@ Improves appearance of letters and general 
typing 

@ Promotes better posture 

@ Increases efficiency 


Easily 
Installed 


H Stores 
Conveniently 


The above statements are not manu- 
facturers’ claims—they are opinions of 
satisfied users. You are invited to 
try a “Jae-A-Desk” in your office. If 
the advantages pointed out are not 
provided by the “Jac-A-Desk”, you 
can return it to the manufacturer and 
your money will be cheerfully re- 
funded. 


Order a JAC-A-DESK for every 
typewriter today. 


RETAIL PRICE $3.75 Each 


MANUFACTURING CO. 


1259 SOUTH LA BREA AVENUE + LOS ANGELES 35, CALIFORNIA 
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AMA Management-Labor Relations 
Conference Set 

A national conference of more than 2,000 industria 
relations and personnel executives in Chicago, February 
14th to 16th, met to consider the current objectives of organ. 
ized labor and exchange information on managemey 
methods for increasing employee job satisfaction, and meet. 
ing operating problems in personnel administration, ap. 
nounced the Personnel Division of the American Manage. 
ment Assn., 330 West 42nd St., New York. John A. Stephens 
AMA personnel vice-president, and industrial relations vice. 
president of U. S. Steel Corp., Pittsburgh, said that both 
trends in labor’s economic demands and changes in labor 
legislation indicated by recent management experience wer 
discussed by representatives of management and labor. 

Discussion leaders included George Taylor, Phils. 
delphia, former chairman, War Labor Board; Almon — 
Roth, San Francisco, former president of American Shipping 
Assn, and industry members of the WLB; Walter Gordon 
Merritt, New York attorney; Victor Reuther, Detroit, directo; 
of education, United Automobile Workers; Joseph Keenan, 
Washington, D. C., director, Labor’s League for Politica} 
Education, AFL. 

The association also announced the appointment of M., J 
Dooher as editor of the association. He succeeds James 0. 
Rice, who was recently elected secretary of the national 
management group. Mr. Dooher wi!l be in charge of the 
editing and publ'shing of the association’s magazine, Per- 
sonnel, for industrial relations executives and personnel ad- 
ministrators, and The Management Review, monthly digest 
of current business reading. He wi!l have charge of publi: 
cation of the proceedings of AMA’s eleven annual con- 
ferences of executives. 


Filing and Record Keeping Courses 

A. R. Menzies and Associates, 545 Fifth Ave., New 
York, will offer an elementary, advanced, and subject course 
for file superv:sors, clerks, and others responsible for the 
keeping of business records. Classes will meet at the New 
Weston Hotel, starting February 9th. The charge for each 
course of fourteen sessions is $50 


NYU Offers Business Course 

The Systems and Procedures Institute of New York 
University offers a series of evening classes of special busi- 
ness courses primarily designed to provide men and women 
currently engaged in the field of systems and procedures 
with a working knowledge of the basic and advanced tech- 
niques used in systems work. 

The spring term extends from February 3rd to May 24th, 
and all information regarding the course can be obtained 
from Denis S. Phillipps, Division of General Education, New 
York University, 100 Washington Square East, New York. 


Cincinnati Time Recorder 
Assumes New Leadership 

Controlling interest of the Cincinnati Time Recorder 
Co., 1733 Central Ave., Cincinnati, pioneers in the develop- 
ment of time recording equipment for insurance companies 
and other large and small industries since 1896, was recently 
acquired by Carl K. Gieringer, Miamitown, Ohio. He ac 
quired more than 51 per cent of the company’s 5685 shares 
of 100-par common stock outstanding. 

An engineer, Mr. Gieringer is a former member of the 
faculty of the University of Cincinnati, and was formerly 
with the Liebel-Flarshein Co. as director and chief engineer. 

Mr. Gieringer and other key employees of the company 
are engaged in expanding the marketing and development of 
automatic payroll recorders, time stamps, master electri¢ 
clock systems, signal systems, job recorders, and other asso- 
ciated supplies which the company manufactures. Over 
eighty domestic distributors in principal cities and 25 foreign 
distributors serve as outlets for the company’s products. 
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The traveling salesman has had a lot to say on his 
own hook these many years. Now here’s something 
to say to the traveling salesman. 


A NEVA-CLOG Stapling Plier fits every salesman’s 
brief case like bacon fits the egg. Flat, smooth on 
the sides, compact—takes little space. 


And what a help in keeping papers in shape, or- 
ganizing order forms, filing correspondence! Saves 
time, saves irritation, makes a big hit at the home 
office. 


And now, MR, OFFICE MANAGER—Have you con- 
sidered the advantages of the plier-type staplers 
for office use? NEVA-CLOGS are quiet, no pound- 
ing. They fit neatly in even a shallow desk drawer. 
Executives love °em. They’re handy to use, easily 
staple even thick files. Model J-60 offers both 
permanent and temporary fastening. 


NEVA-CLOG Model J-30 
Also Model J-60 for both permanent and temporary stapling: 


OFFICE MANAGEMENT AND EQUIPMENT 
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* . WRITES BETTER 


«© WRITES SMOOTHER * 
» WRITES NEATER 
* * 
» STRONGER LEADS 
* * 
* 
. 


WE SHALL 


* BE PLEASED 
TO QUOTE 
YOU. 
* . 
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NOMA—New York Hears Educators Speak 

More than 200 members and guests of the Office Execy, 
tives Association of New York, the local chapter of the 
National Office Management Association, heard a panel ¢; 
experts g:ve their views on the efficacy of employment tests 
at the group’s January meeting held at the Belmont Plaz; 
Hotel. R. L. Forster, Ebasco Services, president of the 
chapter, presided, and chairman of the discussion was Haroli 
M. Perry, personnel director of Colgate-Palmolive-Peet ¢, 
Dr. P. L. Agnew of New York University, developed th 
program. 

Dr. Frederick G. Nichols, Professor Emeritus of Harvay 
University, was the panel’s keynote speaker. He poked fy 
at test methods generally employed, indicating that, beyong 
the misuse of scientifically designed tests, many individuak 
charged with their interpretation were fumbling on the job 
He also described the routine steps that characterize em. 
ployment tests in many companies, and made constructive 
criticisms about them. 

Other panel experts who spoke on various other phase. 
were Mrs. Madelaine Strony and Robert E. Slaughter, both 
of Gregg Publishing Co.; Thomas J. White of Employer; 
Mutual of Wisconsin; Dr. Walter Wilkie of New York Uni- 
versity; and Dr. Foster Loso of the Department of Education, 
Elizabeth, N. J. 

The NOMA tests were also discussed, and although there 
were 2500 students who participated in the examinations 
last year, it was pointed out that there are only two testing 
centers in New York State. Broader promotion of the tests 
was called for, it was noted. 

The chapter now has 591 members it was announced. 


New Vice-President Named 
Charles E. Hallenborg, vice-president in charge of 
sales, has been named executive vice-president of Dictaphone 


Charles E. Hallenborg 


BA 


Corp., 420 Lexington Ave., N. Y., it was announced by Pres- 
ident C. Kingsley Woodbridge. Mr. Hallenborg, associated 
with the company since 1920, has been vice-president in 
charge of sales since 1937. 


Office Architects Lease More Space 
The architectural firm of Kenneth H. Ripnen Co., Inc, 
whose principal work is in the field of office layout and 
building planning and design for corporations, has leased the 
sixth and part of the seventh floors in the building located 
at 215 East 37th St., N. Y. 
Midtown East Side Corp., the owners of 215 East 37th St, 
have recently completed extensive alterations to rehabilitate 
the modern office building, which was cut in half when road- 
ways for the Queens Tunnel approaches were built. The 
Kenneth H. Ripnen Co. offices will be retained in the Archi- 
tects’ Bldg., 101 Park Ave., and the new quarters will provide 
for the requirements of an expanding production staff. 
This firm recently completed the new headquarter offices 
for the Burlington Mills Corp. who now occupy the cntire 
fourth floor in the Empire State Bldg. 
Mr. Ripnen is well known as an author of many articles 
and papers on office layout planning standards, and an au- 
tho ‘ty on space administration. 
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MEET THE ““BIG SIX’’ IN NUMBERING! 


MODEL 37 
Leader in lever 


MODEL 95 


Outstanding in MODEL 35 action machines. MODEL 53 
multiple — move- Most popular in The superior dater 
ment machines. combined num- die pate. 


i a Fi 
These essential machines are available 
to answer industries’ diversified num- 
bering requirements, attractively priced 
—guaranteed. 
ROBERTS FOR NUMBERING 
ROBERTS NUMBERING MACHINE CO. rtOOE Sh 
of all standard 
701 JAMAICA AVENUE BROOKLYN 8, N. Y. sunbering a j 
wy 
: 
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STEEL TRANSFER 
CASES... 


Nay 


..Can be “Stacked” 
and used as a file 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASAFILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
tor years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 


Width Height Length Packed 

No. 5 Letter Size ... With or without rollers 
No. 6 Legal Size ... With or without rollers 
No. I! Voucher Size...... On Guides Only 

No. 12 Invoice Size ...... On Guides Only 

No. 14 Check Size ....... 9 On Guides Only 

No. 5B Letter Base 

No. 6B Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 


COMING EVENTS. 


National Electrical Manufacturers Association. .March 29th-April |, 
3rd International Lighting Exposition and Conference 
Stevens Hotel, Chicago 
National Office Management Association.......... May 23rd-254, 
Annual Office Equipment Exposition and 30th 
International Conference 
Convention Hall, Philadelphia 


NOMA Area Conferences 


Northerr California Regiona’.. ...... asses axa February 25th 
Secramento, California 
Business Education Seminar errr eT 
Elizabethtown, Pennsylvania 
Business Show rv April 1 1th-134, 


Toronta, Canada 


AMA Conferences 


Personnel .. February 14th-l6th 
Palmer House, Chicago 

Marketing sc Syathivtie as ...March 17th-18th 
Hotel Stat New York 

Production AES, eae oe. April 14th-15th 
Hot S atler, New York 

Packaging ie eae emo Sines Gee a aes May 10th-12th 
Auditorium, Atlantic City 

ee Eee ee Rdancintek aatae wae ee May 26th-27#h 


New Yorker Hotel, New York 
General Management 


rertee June 8th-9h 


Hotel Statler, New York 


IBM Promotes Williams 
Directors of International Business Machines Corp., 5% 
Madison Ave., N. Y., recently elected Albert L. Williams, 


Albert L. Williams 


treasurer of the company, to the position of vice-president 
and treasurer. 

Mr. Williams joined the company in Pittsburgh in 1936 as 
a student sales representative, and became a senior sales 
representative at Baltimore the following year. He was 
transferred to Washington, D. C. in 1938 and in 1941 was 
given leave of absence to serve with the U. S. Government. 
He developed a production requirements plan adopted by the 
War Production Board and ultimately became chief of 
the Production Requirements branch of the board’s Bureau 
of Priorities. He was transferred to New York in 1942 as 
assistant to the IBM executive assistant, becoming controller 
later in the same year. He was made treasurer in 1947. He 
is a certified public accountant. 


Mechanized Accounting Discussed 

The New York chapter of the National Association of 
Cost Accountants, meeting at the National Cash Register 
Co.’s auditorium recently, heard Harold Kern discuss “Ac- 
counts Payable Mechanized.” Mr. Kern, assistant controller 
of the National Pneumatic Co., New York, described various 
plans commonly used, including the vendor’s ledger, the 
voucher system, and the voucher-check system. He also 
reviewed the types of expense distribution and the internal 
control features of each system. Michael A. C. Hume, chair- 
man of the seminar, announced that subsequent sessions 
would be held on March 9th, April 13th, and May 11th, all at 
the same location, 50 Rockefeller Plaza. 
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... the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 | 


Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office forcee—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


192 Sengbusch Building Milwaukee 3, Wisconsin 
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LETTERING GUIDES 


Only C-Thru modern engineering ong 

methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 

alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4”, 5/16”, 3/8", 1/2”. 


astic, true edges, round cor- 


on working surfaces eliminate 


inflammable plastic. No pro- 
truding rivets or sharp points. 


A complete line of other quality 
drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 


RULERS - TRIANGLES + RAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS » OTHER DEVICES 
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| Burroughs Expands Facilities 

Acquisition of a new plant in Scotland, to expand 
Burroughs Adding Machine Co.’s manufacturing activities ; in 

Europe, was announced recently by John S. Coleman, presi. 

| dent of the company. “As another step in Burroughs’ pro 

| gram of enlarging and integrating its world-wide organiza. 
tion, the company, in conjunction with the British Board of 
| Trade and Scottish Industrial Estates, Ltd., has completed 
negotiations for a 150,000 square foot plant presently under 
| construction on the Vale of Leven Industrial Estate near Loch 
Lomond, 16 miles from Glasgow in the west of Scotland” 
| Mr. Coleman said. The new plant will go into operation jp 

| 1949 and reach full production in 1950. 

The company also formally opened a new Southern Cali. 

| fornia branch building at 1649 Wilshire Blvd. in Los Angeles 
“to serve the growing market in this area,” L. V. Britt, chair. 

man of the board, announced. 

The new California headquarters is a modern two-story 
building with 20,000 square feet of floor space. It houses, 
in addition to the sales and service operations, a school for 

| operators and district accounting offices, and is a distributing 


points for parts and supplies for the Southern California 
| area, 


EVERY DAY... 
A NEW NEED FOR 


Dennison 


GOODS 


| New Literature on Water Cooler 
Cordley & Hayes, 443 Fourth Ave., New York, an- 
nounce complete specifications, presented in a 4-page folder, 
for the first electric water cooler in the Cordley 60th anni- 
| versary line. This water cooler has a hermetic completely 
sealed refrigerant system covered by a 5-year replacement 
| warranty. Features include means of adaptation to bubbler, 
| glass filler or remote fountain, electric galvanized and 
| bonderized cabinet in Hammerloid gray; stainless steel top 
with deep basin, high temperature dehydrated and sealed 
| refrigerant system; lifetime oiling; moisture proof housing 
| for tank and precooler; precooler with seamless, electrolytic 
copper shell; rigid 18-8 stainless steel ‘top; adjustable 
| temperature control; flush plumbing connections anchored 
| to prevent twisting. 


Brochure on Commercial Lighting 

Fleur-O-Lier Mfrs., producers of certified lighting fixtures, 
| 2116 Keith Bldg., Cleveland, have recently published a 30- 
page brochure on the Fleur-O-Lier index system for specity- 
ing lighting performance and for rating fluorescent lighting 
fixtures, together with the company’s specifications and 
testing procedures. 
calls for aids to smoother and more The system is for use by lighting engineers, architects, 
manufacturers, and buyers, according to Don Julien, execu- 
tive secretary of the company. 


CC ©) Day after day, modern office procedure 


efficient operation. Dennison answers this need 


with index tabs, mending tape, air mail and ad- Newspaper Makes Changes 


dress labels, paper fasteners and the 1001 Changes in the auditing staff of Chicago Tribune were 
A | disclosed recently by J. Howard Wood, auditor and controller 
Dennison products that make work easier. Leo J. Connelly, formerly assistant credit manager, replaces 
- Fred W. Maass, manager, adjusting and complaint depart- 
Dennison offers you a complete line of tags, labels ment, who retired on pension. William Lyke, formerly in 
seals and other paper specialties—all designed to the adjusting bureau reception room, was named assistant 


to Connelly. 
Connelly’s former position of assistant credit manager has 
een filled by Arthur Olsen, who will also continue at his 
pea post of collection manager. Lindsay Van Vlissingen, 
manager of verifying, became manager of bill-at-once col- 


lection as well, following retirement of Charles H. Raitt, 


save time and eliminate errors. s 
| 
former B.A.O. chief. 


Dennison Goods are on sale at stationery counters 
everywhere. 


> Whitt a Vice-President 
The election of Sidney A. Whitt as vice-president of 


. engineering for Cordley & Hayes, 443 Fourth Ave, N. Y., was 


Essential Stationery Supplies | announced by C. M. Cordley, president. Mr. Whitt has been 


| director of engineering for the water cooler company for 
for HOME, SCHOOL and OFFICE | the past four years. 
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Faries Lamps are designed for beauty and maximum lighting 
efficiency, reducing eye-strain, workerfatigue and costs. 
There’s a Faries model for all purposes . . . from the “top 
level” executive's desk to the stenographers, drafting room 
and factory. When you need better lighting, ask for Faries. 


THE 
PRESIDENT 
20250 


(iommememeniamaianteell | 


THE 
THE THE CIRCLARC 

oe DIRECTOR 
20000 


ass "_ 


Sold by leading electrical dealers, stationers, department and furniture stores. 
Write for Catalog No. 48, describing more than 60 Faries Lamps and their uses. 


THE 
GLIDER 


20025 15000 


FARIES MANUFACTURING COMPANY « Decatur, Illinois 


Pioneers in Lighting Equipment . . . Since 1880 
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This is the 


a> BOSTON KS 


It gives you more of everything you 
desire in a pencil sharpener, plus new 
stream-lined design and the added 
sturdiness of an all-metal construction. 
BOSTON Speed Cutters (15 cutting 
edges) and guide for 8 pencil sizes. 
Specify BOSTON KS for really “sharp” 
ORDER TODAY— THE MODERN LINE OF PENCIL SHARPENERS and modern service. 
C. HOWARD HUNT PEN CO., CAMDEN, N. J. S 
Also Manufacturers of Speedball Pens and Products—Hunt Pens HNVNUOUUUUNUNANONQQ000000000000000000000040004GGNNbqnObUUQOUOOQqEEqbEEHIIWNS 
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A View Development 


IN OPAQUE INKS 


Fulton's #96—Opaque Ink has outstanding 
qualities: 


1. Marks on metal, glass and cello- 
phane 


2. Dries immediately—fully etched 
into metal in 30 seconds! (Oil 
filmed—45 seconds) 


3. Does not clog up stamps or stamp 
pads—acts as a solvent in itself 

4. Has pleasant odor 

5. Works with equal effectiveness 


on machines as well as ordinary 
stampers. 


Order #96—Opaque Ink today. (In black, 
red & blue only). 


Depend on Fulton 


for outstanding value of 


SERVICE and FULTON 
DATERS and NUMBERERS 


All of high grade rubbers—deeply moulded 
to give clearer impressions. 


Wy DeLuxe and Special Business Outfits 
3O2 Sign Makers and Chart Markers 


aoe Fulton Stamp Pads and Ink 

os All Weather Wood Block Pads and Ink 
aa All Types of Marking Inks (submit sample 
i bi of material for faster service) 
‘ead Plus: Fulton's Dri-Kwik Pad of Special Merit. 


Carefully constructed of special woven felt 
and muslin on perfectly insulated block— 
inked with Dri-Kwik, a special ink that is 
odorless and dries instantly after use but 
remains moist in stock. 


Prompt Shipment — Write for Catalog 


*} Folin SPECIALTY COMPANY 


Factory and Showroom 
82 Fulton Street Elizabeth 1, N. J. 
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Books and Pamphlets 


(From page 17) 


Facts AND FIGURES ON GOVERNMENT FINANCE — 1948-49 
a reference book, is the latest in a series from the Tax 
Foundation, Inc., 30 Rockefeller Plaza, New York. It give 
in convenient form, the most important current and his. 
torical statistics on the fiscal operation of Federal, State, anj 
local government. 

Prepared by the Tax Foundation, a non-profit organization 
the handbook is of special interest at a time when taxation 
in this country, on all levels, is at the highest point. The 
book is available free of charge. 


DEPRECIATION POLIcy WHEN Price LeveLs CHANGE, a soure 
book of published opinions and information. Published by 
the Controllership Foundation, One East 42nd St., N. Y., ang 
priced at $2. The formulation of policy regarding replace. 
ment versus orig-nal cost in figuring depreciation is compii- 
cated by rising costs, due to inflation, and by Treasury ceil. 
ings on allowable deductions. In order to help each com. 
pany adopt a depreciation policy best suited to its particular 
needs, the Foundation has compiled this source book, which 
contains all the available writings and speeches on this sub. 
ject by business leaders, accountants, and economists, | 
also brings together, for the first time, case-history material 
on the depreciation policies of large corporations, including 
Allied Chemical & Dye, Chrysler, DuPont, Libbey-Owens- 
Ford, National Steel, R. J. Reynolds; Sears Roebuck, U. §, 
Steel, Sun Oil, Sw ft, and many others. 

Among the 15 authorities contributing to the volume are: 
Carman G. Blough and Samuel J. Broad, who set forth the 
problem; George Terborgh, E. Stewart Freeman and William 
Blackie, who outline various proposals for its solution; How- 
ard Greer and Eric Kohler, who state the argument for orig- 
inal cost; James L. Dohr, W. A. Paton and George O. May, 
who do the same for replacement cost. 


SuGcEsTION PLANS FOR EMPLOYEES, just released by the 
Policyholders Service Bureau of the Metropolitan Life Insur- 
ance Co., One Madison Ave., N. Y., is designed to furnish 
executives with the information needed to initiate a sug- 
gestion plan, or to make improvements in an existing plan. 

The Bureau found that executives responsible for the ad- 
ministration of these plans were unanimously agreed that a 
cont:nuous publicity campaign is a necessity for a successful 
suggestion program. While this report was prepared pri- 
marily for Metropolitan Group policyholder companiss, there 
is, however, a limited supply of extra copies available. Ex- 
ecutives may obtain them by writing on their business sta- 
tionery to the Bureau. 


THe MANAGEMENT GUIDE, a 100-page, chart-illustrated book 
describing the use of management guides as aids in per- 
forming corporate functions, has been announced by the 
Standard Oil Co. of California, 225 Bush St., San Francisco. 

Prepared by Standard’s widely known department of 
organization, the book is based on experience gained by the 
company in the last dozen years in preparing management 
guides for its departments and subsidiaries. 

Among the topics covered are the need and use of job 
description forms, the delegation of responsibility and au- 
thority, pointers on how to prepare management guides, 
and their proper use. For purposes of illustration, a hypo 
thetical corporation has been described. Sample manage- 
ment guides for key positions from the president down are 
presented as examples of the method used by Standard in 
explaining the responsibilities and authority of manage- 
ment positions. The book will be distributed free to col- 
leges of business administration and other institutions 
offering training in business leadership. 
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"No. 900 SUEDE Circular—the 
typists ‘ favorite soft gray eraser. 
-. No, 9000 SUEDE WHISK — the Suede 
. eraset with new style brush. ; 
No. 120 SUEDE—all purpose eraser © 
_ for ink and “stubborn” pencil marks; _ 
bias beveled for details; breed ae 


They Correct Mistakes in Any Language 


WELDON ROBERTS RUBBER COMPANY w 

Newark 7, New Jersey G sve 

UW E&/GP 

a New? 

Mad@ 
om wi At Your 
WORLD’S QUALITY STANDARD / ens ee Stationers 

—_——_—" 


W wa | C is, OF THESE TWO epee NEW 
OFFICE MACHINES IS JUST WHAT 
YOUR OFFICE HAS BEEN NEEDING * 
*- 
New Copying Machine New Duplicating Machine 


makes photo-like copies prints 4 colors at once = 
direct from originals! 60 copies per minute! 


ERROR-PROOF FACSIMILES—singly or in quantity ee 


Make exact copies of records, 


figures, letters, agreements, 
press clippings, photos, im- 
portant papers—any matter 
that is written, typed, 
printed, drawn or photo- 
graphed—from originals 18’ 
by 22” (newspaper page size) 
or smaller. Quick, economical 
—easily operated by anyone, 
Machine in subdued office light. Cuts 

Only typing, drafting, copying costs 
up to 80%. Eliminates check- 
ing—can’t make a mistake! 


Sold Separately! 


Turn out bulletins, lists, office 
forms, postcards, publicity re- 
leases, charts, data sheets, 
etc.—in any size—postcard to 
8¥," x 14". It’s easy! Just 
type, write, or draw on a mas- 
ter sheet, using Speedliner 
carbons—slip in machine, and 
turn the handle! Anyone can 
run it. No ink, no stencils, no 
gelatin! No type, no electric 
power, no clean-up! 


0 se oe with supply of car- 


Only $745 bon master units, fluid, and 


Plus FederatTas 100 sheets of copy paper. 


‘February, 1949 
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AMERICAN PHOTOCOPY EQUIPMENT COMPANY 
2849 N. Clark St., Dept. H29...., Chicago 14, Ill. 


Please send me your free literature Name and Title... . 2.0.0.0... cece cee eee eee 


MAIL COUPON 
For Free Literature 


Apeco Photoexact Copier [J 
Apeco Speedliner Duplicator J Address... .....cecccocecs 


+ Both O ee BI Wie Foden oavosanedesxetne 
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OFFICE MANAGEMENT AND EQUIPMENT 


OFFICES: CHICAGO, NEW YORK, 
LOS ANGELES—ALL PRINCIPAL CITIES 
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>| LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps 
been crumpled 
lockers—do not eat soggy 

wet 


lunches, soaked by 
hats or gloves. Enc 
person has his own 


spaced coat hanger, ven- 
tilated hat shelf and 12° 


and personal effects. 
Lockerettes - 
CO . « « e 
More qpectte pane they keep 


(2 - column) accommo- 
wraps “in pre 


dates 12 people in 6 feet: 
the No. 9-18 (illustrated) 

Improves ~?e and morale—lower accommodates 18 in 
absenteeism feet. 


Write for Bulletin OL-4 


VOGEL-PETERSON CO. 


Chicago 5, Ill. 


624 So. Michigan Ave., 


News from the Filing Association 

The December, January and February meetings of the 
Filing Association of New York were held in the Esso Stan. 
dard Oil Co.’s auditorium, 15 West 51st St, New York. The 
group will hold its future meetings in the Hotel New Yorker. 
At the December meeting, H. D. Kolb, assistant manager of 
the Esso Training Division, spoke on Orientation and Train. 
ing. The January and February meetings covered What 
Supervisors Expect of Management, and What Management 
Expects of the Supervisor. The first topic was presented by 
Miss Violet Campbell and Miss Mildred Tuffield, members 
of the Association. Joseph F. Meister, assistant manager of 
the Standardization Division of the Curtis Publishing Co, 
speaking at the February meeting, brought out Management's 
views in his talk on Office Controls and Standards 


New Location for Dictatron 

Dictatron, Inc., manufacturers of Dicta-Wire sound- 
on-wire machines for office dictation, have moved their sales 
office from 62 Schenectady Ave., Brooklyn, N. Y., to larger 
quarters at 20 Vesey St, New York, according to Fred 
Joseph, sales manager. 


Five Promoted at Royal Typewriter 

David B. Starrett, vice-president in charge of sales 
of the Royal Typewriter Co., Inc., 2 Park Ave, New York, 
announced the following managerial promotions: W. A. Eise- 
man as district manager at Philadelphia; Lloyd G. Roberts 
to succeed him at Cincinnati; Donald L. Newell chosen to 
replace Mr. Roberts at Omaha; Thomas P. Kelly promoted 
to Mr. Newell’s former office at Cedar Rapids. Royal's new 
district manager at Milwaukee is G. A. Broden, formerly 
manager at Worcester, Mass. All promotions are effective 
immediately. 


_ Write for Literature _ 
a ‘Describing Comcies 


Metered Mail Systems | 
Letter and Parcel Post Scales 
Letter Openers ¢ Envelope Se 
E Multipost Stamp Affixers . 
Mailroom Tables, Sorting Racks and Cabinets 
Mail Bags and Mail Bag Holders 
Endorsograph Check-Endorsing and Cancelling M 
‘icketograph Pay and Production Control Systems 
- Automatic Stamp Vending Machines 
Pak-Tyer Automatic String Tying Machines © 
_ Flexowriter Automatic Typewriters 


One of the 

Most Useful the Hattie 
Items In all Records 

Your Office froma 
—- Vouchers to 

Therefore - ene 

One of the 


MOST ECONOMICAL 


ACCOPRESS 
BINDERS 


Some firms use thousands of Accopress Binders 
every year—because there is no ‘department 
where they are not useful. For temporary or 
permanent binding, for current files or long 
storage, for a few letters or 2,000 invoices, 
Accopress Binders keep all kinds of papers safe 
at minimum cost. 


See your Acco catalog for styles. 


| ACCO PRODUCTS, 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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W. C. LEUTE 


COMMERCIAL LEATHER GOODS 
54 DEY STREET 


an 


Canvas & Leather 
Mailbag 2215 


Price 
SERIO s.0 6500 $10.00 
BERIS.. caves 11.50 
i ee 13.00 
BORIS ..<.2 0:0 15.00 
BORIS. 0 0.0% 17.50 
ee 19.50 


$215 


Heavy Duty Bag for Mail, 
Securities and General 
Messenger Use 


$224 
fine 14 ww cece ces price $19.50 
TD csc cnswwss me 21.50 
Pre erie . 23.00 
Di tevawee wes 25.00 
- a “27.00 £224 
Dh iiccncaunse - 29.50 
WD vcssectees “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We also 
make messenger wallets, money bags, brief cases, zipper cases, 
accountants’ cases and salesmen’s sample cases. 


WE INVITE YOUR INQUIRIES 


LT RL 


‘ACE BUILDS THE... 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


| 


ACE SCOUT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 
ACELINER 


One of ACE’S finest 
models. Light weight, 
easy action. Precision 
engineered from finest 
steel. 


Most beautiful and effi- 
cient stapler ever built. 
It-staples, pins, tacks 
and hand fastens. 


CHICAGO 13 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE = 


February, 1949 


NEW YORK 7, N. Y. 


All Leather Mail- 
bag $214 


-CLAR-O-T¥PE f 


a 


\~) 


S 
MAN /DING TIDY! 


Clean up your correspond- 
ence with CLAR-O-TYPE! It 
sharpens dull, ink-clogged 
type, gives impressions that 
are clear, crisp and readable. 
Quick — thorough — non- 
inflammable. The sturdy 
dauber eliminates brush- 
ing and spattering. 
CLAR-O-TYPE evaporates 
slower, giving more clean- 
ings perbottle, so lasts /onger 
and is more economical. 


THE CLAROTYPE CO., INC 
261 Broadway, New York 7 


IN NEW BRIGHTLY 


ow COLORED PACKAGES 


o- 


BODGHAN 
ubber aonds” 


= 


and made from PURE RUBBER 


POUNDS « QUARTER POUNDS « OUNCES 


All Popular Sizes — in Colors, Too. 
Special Sizes Made to Order 


Sod for Stes Charts and our  ™ 
Merchandising Booklet “BANDY JOE" 


Hodgman Rubber (0., Framingham, Mass. 


261 Fifth Ave. e 15 No. Jefferson St. 
Mew York, N. Y. Chicago, Ill. 
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SUPERIOR IN QUALITY... 
AUTOCOPY STENCILS 


Stencils of superior quality for all duplicating machines. 
AUTOCOPY 


Stencils are quick-drying, long-lasting and produce clean, 


Manufactured of the highest grade material. 
clear and sharp copies. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, Illinois New York 11, N. Y. 


CALL 
\NDIANS 5 

WERICAN TING TRIP 
HEAD-HUNTT cuN 


LLOW — WAILES - = 


“gout A 


0 
WITH ND CARR 


SILENT, BUT JUST AS EFFECTIVE, 
NU-VIZ SIGNALS CALL 
FOR ACTION ON VISIBLE 

RECORD SYSTEMS. 


SIGNALS 
and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


WANT-AD OPPORTUNITIES 4 


Rates are 15c a word. Minimum charge $3.00, Pay. 
able in advance. Address replies to all Bex Number 
ads c/o OFFICE MANAGEMENT & EQUIPMENT, 
260 Fifth Ave., N. Y. 1, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. 


If you are considering 
new connection, communicate with the 


undersigned. We offer th 


original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individual. 
izel to your personal requirements and develops overtures 


- 7 ~ , Without 
initiative on your part. Your identity is covered and present Position 


protected. 


Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, 


Buffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 an! up This 
confidential exchange, now in its 19th year of service to high grade 
men, specializes in individualized personal service. in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L 


Williar 
2220 W. Grace St., Richmond, Va. =" 


Positions W anted—Male 


————$—__—_ 


SALES MANAGER, over 20 years selling experience, 
calculating anl communications equipment and systems 
ind references. Prefer Eastern U. S Will 
with OM-40 


accounting, 
Excellent record 
consider any proposition 


good prospects 


EDITOR, 
Graduate 
permanent 
research 
plove 


WRITER AND RESEARCH MAN, Columbia University 
with Master of Arts Degree, seeks teniporary assignment or 

onnection with business organization to handle any type of 
writing, or editing, including preparation of office manuals, em- 
training material, and house organs. Can refer te long list of 
satisfied clients. OM-36 


Positions W anted—Female 


EXECUTIVE ASSISTANT—possessed of initiative, poise, common sense 
and resourcefulness. Comprehensive knowledge of mechanical and elec 
trical engineering, blue prints, manufacturing, organization, office manage 
ment and all phases of purchasing procedures. Al buyer, big scale. Ex- 
tensive National contacts. Ability to negotiate with executives in a digni- 
fied manner. Capable of responsible supervision with the “know how” to 
get things accomplished. Could be valuable right hand to busy executive, 
Interested in a permanent post with a progressive company. Available 
immediately. Starting salary $3,900. OM-37. 


COMPTOMETER OPERATORS available for temporary emergencies. 


hey do not go on your payroll. General Calculating Service, & Broad- 
way, New York, N. ¥ 


For Sale or To Buy 


PERFORATED GUMMED ADDRESS labels, 8'4 : 
on sheet. Used for typing mailing lists. Make up to 6 duplicate copies 
using any good carbon paper. Our sheets are good quality, well gummed, 
and very low in price. Write for sample sheet and our price list 
Rison Research Service, Buffalo 2, Minnesota 


x 11 sheets, 33 labels 


Patent Attorney 


PAENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature. Z. H 


POLACHEK, 1234 Broadway, New York City. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 
AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE, MASSACHUSETTS 


OFFICE MANAGEMENT AND EQUIPMENT 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write : for Prices 


Heineman Office Equipment Co. 


4N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


the original and still the best! 


BINDER CLIPS 
Athi! % 


© 3 Sizes: %", 142°, 2” 
In demand — because they are strongly 
made, long lasting, economical to use. 
L.E.B. Binder Clips are precision made 
of rustproof tempered spring steel. 


Nickel-plated removable handles. 
Send for complete Cado line catalog. vse 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSAL oss sournos os, Naas 


“The House that Confidence Built” GR-3-3741 


THE OIL COLOR SET 
WITH % DIMENSIONS 


ri 
SPECIFICATIONS 


p WOODEN BOX WITH PARTITIONS 

; MASONITE TOP AND BOTTOM— 
LATCH LOCK—SIZE: 11%” by 5%” 
by 1%” FITTED WITH 18 TUBES 
% by 2%”. NOBEMA ARTIST OIL 
COLORS, THREE BRUSHES—ONE 
BOTTLE EACH LINSEED OIL, TUR- 
PENTINE AND RETOUCH VARNISH 
THUMB HOLED MASONITE, NON- 
WARP PALETTE AND ART STUDY e 
AN EXCEPTIONALLY FINE AND 
HIGH QUALITY PRODUCT AT FIVE 
DOLLARS. 


PLE@SE ASK FOR SET N° 412 Po, 
NOBEMA PROD.CORP 


141 GREENE ST. NY 12NY 


February, 1949 


DESK PADS 
A Complete Line... 
Indexes 
Celluloid Tabbing 
Phone Book Covers 
Visual Display Binders 
Protective Holders 


Desk Pads 
To dress up any desk 


Aico Products seld at your local stationers 
For further details contact this office. 


G. J. AIGNER COMPANY 


503 S. Jefferson Street _ Chicago 7, IIlinois. 
D HOLDER 
Sa 


BOTTOM LINE CAR 


FOR FAST, ACCU- 
RATE TYPING OF 
BOTTOM LINE IN- 
DEX ON ALL VIS- 
IBLE CARDS 


10 CARD SIZES 
$1.45 to $1.75 


Ask Your Visible 
Systems Supplier 


or write to 


PALLEY MFG. CO. 
69 Mechanic St. 
Worcester, Mass. 


Controlled Front Feed Stop 
Gives Precision Alignment 


TRAVEL EXPENSE 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


Beach's 
“Common Sense” 
Expense Books 


are best for keeping such records. 


Get them from your stationer or write us 
for samples and prices. 


Beach Publishing Co. 


Detroit 2 Mich. 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 

armchairs, folding tables. 

PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
744 1140 Broadway 


+i. 


New York 1, N. Y. 
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AMERICAN BUSINESS SYSTEMS 


Manufacturers, Creators and Designers of Business Forms 
1229 BELMONT AVENUE, PHILADELPHIA 4, PA. 


92 


#55 
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AMERICY STEMS 


You don’t have to steal your office 


help from a side-show when you use 


These super-efficient, carbon -inter- 
leaved forms step up production, save 
time, by eliminating wasteful time- 
consuming hand operations! SNAP 
SETS are now being widely used by 
many of the nation’s largest business 


and industrial organizations. 


1, SNAP SETS are multiple 
forms, with one-time car- 
bons pre-inserted, glued 
into one unit for quick 
handling, perfect register. 


2. SNAP SETS are easy to 
separate. Slight pull at 
the bound edge releases 
all copies for distribution. 


3. SNAP SETS are available 
in almost any size, any 
number of leaves, cus- 
tom-designed to your 
needs. 


Write today for complete information and the 
fname and address of the dealer In your area. 
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W0F Executive Desk 
83 “4 réay view 


lf 

: FADER of the Mode-Maker line, 
this handsome 1780F desk is ap- 
7 | propriate for the finest private office. Its 


striking beauty and smart styling lend 
\distinetion to the richest business suite, 


7) A broad writing top, 80” x 12”. pro- 
| vides an efficient conference table as 
j well as ample work space for the busy 
executive. There are new, well-planned 


10 


utility features. The iin slab 
cover y features. The modern stream 


‘lined construction. without sharp edges 
91 Of corners or projecting hardware. has 
high practical value. Made of steel, 


. There is a complete line 

! of GF metal furniture — 
| desks, tables, chairs, files 
~ and shelving 
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REG. U.S. PAT. OFF 


. }FOR THE OFFICE OF DISTINCTION 
--| AMERICA’S FOREMOST METAL DESK 


Mode-Maker will last indefinitely, with 
no parts to warp. shrink. swell, crack 
or splinter. A rich gray finish, set off by 
sparkling trim of natural anodized 


aluminum, insures harmony with any 
scheme of office decoration. Available 
with either closed or arched base, in 
both 29” and 30!” heights. 

The 1780F executive desk is one of a 
complete line of 33: Mode-Maker desks 
—a desk for every office job. Now being 
shown by GF dealers and branches. 
Write for literature. 
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METAL DESKS 
C> . 
THE GENERAL 
FIREPROOFING CO. 


Youngstown |, Ohio 


Department M-2 
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Good to Look at... 
A Joy to Use... 
A Gem to Own 


My 


TYPEWRITER 


Urge your boss to buy you an Underwos 
All Electric . . . and you'll always ha . 
his letters looking their best. . 


eo 
—. 


You'll keep looking your best throug 
each day, too . . . because operating a 
All Electric is not tiring. You'll simp 


FAST! When typing, your busy breeze through your typing . . . all dayf 


EASY OPERATION! Lightly touch 
hands never have to leave the 


the keys... electricity does the 


keyboard ...even to return the 
carriage. Electricity saves you 
finger travel, hand travel. . . 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»,.not shaded or blurred. 


Used er WOOK... trv ewnirer LEADER O F THE wortud 


fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


You control keys, spacing, shifting, tal 
ulating and carriage return electrical 


... therefore more accurately. 


It’s a good-looker, too . 


. . the world’ 


most beautiful typewriter. Your loa 
Underwood representative will demongl 
strate it, let you try it. Phone him.. 


today! 
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Underwood Corporation 


Typewriters ... Adding Machines . . . Accounting 


Machines... Carbon Paper . . . Ribbons 


and cther Supplies. 
One Park Avenue 
Underwood Limited, 135 Victoria St., 
Toronto 1, Canada 
Sales and Service Everywhere 


New York 16, N.¥ 
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